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fort, at American Sporting Goods 
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EVERY MODERN FILING NEED 
listed in new 1945 catalog. Ask 
for your copy. 


AMBERG FILE & INDEX COMPANY 


1617 Duane Bivd., Kankakee, Ill. 
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Four Weights: 10, 7, 
5 and 4 lb.—in black, 
blue, purple, green 
and red. 
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MISTAKES ARE : 
LESS COSTLY 
WITH 


PINNACLE 
CARBON 


-~ . Pes 
Ask any Typist, Stenographer or YOUR Siisiainay #8 
she would like to use a carbon paper that would 
forever eliminate the need for “shielding” the carbon 
copies when erasing on the original—and eliminate 
the risk of leaving the “shield” in between one part 
of the manifold set, for the inevitable copy “botch” 


and re-write job. 


Correspondence weight (7 Ib.) PINNACLE is the 


carbon paper that eliminates “shielding” for erasures. 


For added economy and good measure, PINNACLE 


delivers unsurpassed wear—leaves no stain on the 
hands to be transferred to letters or documents— 
produces sharp, yet brilliant copies that are clean and 
permanent. Rain or shine, hot or cold, PINNACLE 


CARBON performs with unvarying perfection. 


Try PINNACLE. Write us or ask your COLUMBIA 
Dealer to show you PINNACLE performance so 


that you can compare. 


COLUMBIA RIBBON & CARBON MANUFACTURING CO., Inc. 
Main Office & Factory: Glen Cove, L. I, N. Y. 


New York @ Kansas City, Mo. @ Chicago @ Detroit @ Milwaukee @ Mi polis @ 
Nashville @ Philadelphia @ Pittsburgh @ Portland, Oregon @ Atlanta @ Cincinnati 
(Harris-Moers Co.) 

Also London, England, Sydney, Australia 


att 
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Direct Road to SALES 


You, in your selection of office furniture, will We will step up our production only as the 
find Steel-Age quality leads directly to user flow of qualified raw materials comes in 
satisfaction. increased supply to us. 


Quality has always been the vehicle that has 
stimulated the demand for the complete 
Steel-Age line. 


While it is difficult today to obtain enough 
materials to produce Steel-Age Office Furni- 
ture in a volume to meet the demand—of 
this you may be sure—Corry-Jamestown will 
always place quality ahead of quantity. 


OFFICE MANAGEMENT AND EQUIPMENT 


aan poe ee ee ee a Bee ae See ee 
: a i =: om - : eh. : a \ a ae a a 2 Aare ; 
ae 
ei ; 
po : 
[ke 
2) ae RETR ET SE Se ches FEST gee — 236 Gaeee os : 52 i 
a - 4 is ceF fhe qe SS ageetie ites pee er ae Fatt = . 
a ae on — QOS Ut ge oe ——— a 
feeke eS ae ee Vi ys coed oe 
a ae. 7 a | 
mye bos” aaa 5, 4 si 
Vee ow f > f- ‘ fi 
ae ee ee Ki 
ae.  * ee ee 6 q 
wk ie ae : i J 
B x ne % Z — Bw pu Se * al ae 
Br eee Sei a Be 
Ve ge ee <e Be ame ts Pee 
a Teo ii“ 4% aes ee 
ne , ee ’ : Se ee ‘ 2 
oe ¢ —- % -4 “a 
rs aan : . 4" x, ae pe. ils 4 
ae ay ns - a + Le pone ; - - e . me ee ee ‘ 
ee ? 4 a ae Sie ; 3 
fae _ = 
oe . + ‘ oe A 
: 7 *s 
ie ian 
ies ae . ae ae = 
— oe as 
a 
wae : = 
een. 
; P ee ‘ > * 
es ee, _ an 
eat a { 
oe ae 
- ae pots 4 - 2 a 
ee 7. A , F 
aes ait - 
pet : ‘ 
Ss BA wb ; 
aa ‘el / =< .f . 
: ‘ Be : : 
a mA . ap é 
Bae of BAES ~ “g 
See cae ean ‘i # 
ee ee. ——, /, =e y 
Be ws, —_ aa | | 4 
Pe - “a2 1 | * * 
“eto J es ‘ ve mS ’ * 3 ne 3 t 
Ga, es ‘a i ; ie ii a = $ 
: | e ee ge be ; — Be Sh sa i, 7 : 4. 
ae ee ih a Me ‘ = a pee : Si ast 
Bene at is a Tas oe ¢ = . a i Ee Bae as > 
oo . ao ee  £> rit a 
oe S ep. 2 “ — ae ae eo a a rd . bs 3 7 
> 7 ‘ ee. | ae j ese Ff BE eas Be : 
a . ek | | ae P.* : ; ants ay 
fyi all AAMMMe -_ bere 
a, ; 
ane 
Be nctae th ne 
he a 
is Pag de 7 % 
a : . 
s DUPLI 
er ee 
_ - . " 
ae ae pe 
ae ee Ps: eee: 
ats ; “i 5 
“2 
ee AEA 
ao HEC 
= a 
a MANUFACTURING CORPORATIO, 1 
* ie ‘a a ORRY. Pp 13 N NV IN ea 
; 2 en e a 
a fae 
p ee cai C4, (ad : 
er ‘ 
ae eC Jonuary, 1946 , 
=e ae t 
z oa. Pn ae . 
7 : 
Be on 7 g ae 2 si * i es Z 7 - Bias | 2a 
eo, a ae Sn) amend oo | eee 3. Pe ets 
athe ae - a fo ee a i A: Seems: oy 


SUPLICATOR 
hal 
welll 
SUPPLIES 

F . ‘ 
ORRECTION 
FLUID 


Ces 


RED FEATHER 


SHARP 
DURABLE 


Duplicator copies can be only as perfect as the 
stencils. RED FEATHER Stencils are manufactured 
of the finest quality materials by highly skilled 
craftsmen. They cut clean and clear. They pro- 


vide easy proof-reading, stand up under long runs 
and can be filed for future re-runs. 


When exacting work is required, where clean im- 
pressions are important and where long runs are 
used RED FEATHER Stencils will meet each and 
every requirement. 


Write or wire for full information. 


RED FEATHER PRODUCTS iD. 


_ REDWOOD CITY - CALIFORNIA 
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STENCILS | 
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@ Thousands know that A-S-E trademarks a line of files 
that can be relied upon—for durability, ease of 


operation and smart, good looks. 


This luxury line of A-S-E Aurora Files presents a 
full quota of practical, usable features. Check the 
smooth-action drawers, improved locking mechanism, 
rugged heavyweight steel construction, trouble-free 
follower which is easily moved by one hand, and the 
extra filing space—actually 2612 inches of clear 
filing capacity. 


Let us tell you more about A-S-E Aurora Files. It is 
a quality line of files that’s backed by more than 

33 years of engineering experience in the production 
of precision products. Write today for full details. 


We also manufacture 
a complete line of steel 
storage and wardrobe 
cabinets. Write today 
for full information. 


AS ALL-STEEL-EQUIP COMPANY, INC. ASE 


300 Cleveland Avenue, Aurora, Illinois 
OFFICE MANAGEMENT AND EQUIPMENT . January, 1946 
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1946 


“Somebody ought to tell 


him there’s a war off!” 


1, ‘Still standing in line! Thought that idea hit the 
trail with Hirohito. But no, we still queue-up to feed 
figures into a machine you couldn’t budge with an atomic 
bomb. Sure wish the boss would get a few, Victor Port- 
ables, those little lightweight answers to an adding 
machine operator’s prayer. 


3. “There’s a Victor’s light weight— just 8 pounds of 
the most compact practical machine made. And snappy, 
smooth Feather-Touch key control. Oh yes. . . it’s so 
small it takes no more desk space than a letterhead. It’s 
noiseless, totals up to 9,999,999.99 . . . and has so many 
other advantages.” 


They're PORTABLE . . . in either 10-KEY 
or FULL-KEYBOARD models! 


2. “I know from experience that be’d be money ahead 
on every Victor. First off, very little ever goes wrong 
with a Victor. It has less than half the parts contained 
in many other machines. What’s more important, figure 
work would be easier . . . and a lot faster! There are 
plenty of reasons why. 


4, Among the people who do your figure work there’s 
an outstanding preference for Victors of all types for 
both electric and manual operation. The reason, Mr. 
Executive, is more right answers easier and faster! 


VICTOR ADDING MACHINE CO. 


3900 North Rockwell Street © Chicago 18, Illinois 
Manufacturers of the Norden Bombsight for the U.S. Army Air Forces 


January, 1946 
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RIBBONS ¢ CARBONS 
DUPLICATING SUPPLIES 


i: ae 4 
CLeansinG 
Cream 


P ee 


ro 
Wi yg OWEN MITEST | 
MTEST pentec 


@ CARBON PAPER | 

@ INKED RIBBONS ; 
@ DUPLICATING CARBONS 

@ MASTER UNITS 

@ DUPLIFORMS 

@ DUPLICATING PAPERS 

@ CARBON ROLLS 

® CARBON RIBBONS 

@ HAND CLEANSING 

CREAM 


RIBBON & CARBON CO. Inc. 
Foremost Makers of Ribbons and Carbons for Every Use 

750 PACIFIC STREET, BROOKLYN 17, NEW YORK, N. Y. 

Sales and Service Everywhere : 


va _— 
= 
i: 
Bo: a 
_—- Eat o 
ede ; ae ~..|| 
Jae D 2 ql 
Ps. a & 7 Ze 
oa <q | i] yZ 
oie —— 
a. U <e . \ Tes “i 
ae a 7 « ey — : 
ps! : s —~ fla £ : 3 ae J oo x : 
a — 3@ | aay 4 ll | 
i. : «ey s “ety > » Oe x ae “ . J 
_ i te ee nS, RS < 3 
f. ee OE Ee—=. FF Ce. : 3 
Bees ye sf A Merwe Ts iN@ 7, es ; 
eg : a 3 i bat 3 : #4 4 > ot cts y 
a 3 ‘g * a : piace VEE ned \ 7 Wr cs. a — “if if ‘ 
a Say . Sa ¥ Sx. Wie eB es tl Pig ; 
* ' 2% < ihe : — gine 8 ag anid % fe 
ee i) Ae Om Came |S Sieh a oo . “ing - 
: i : oe “ Lb Pits ; rey SS - = . ee ay , a Erne x 7 Py | ; 
: ae ee gees Pe x 9 < : ‘ ip 3B yes ‘ | 
a BL eae SS So SF eC, oy  &§ 
a 4 és, Zs \ ec x * * “a8 ‘ = & : ¥ its nS as Ta ; SS ES ‘ 
a a Ae iy So ee BS: 4 + a eo ide oh 
i as Ser ake es yeti ~ e ee ™ neg NE eile 
‘ BS “f v* c = Japs Ae ee a a Gy : 
a RE aR : | tits Ae tena ee ae, 
ee S| ae : ‘ey : ze ] ~ > Ba apie Seley, +e ae ee hay. 
= g a ett. ‘ Sees MS? a a . a “ei 
‘ag ny e be , Ra : 1a a 
; se ; a Zz, ba Z i —. ee >. 
= . ar coery “ie hes re 4 : as aD M Me ied | 4 . : a ; a 2 Bs he s : i 
; Ee phopeey ae : - SI ee aoa . > ie " oe Dy ; bee : pe , 
e - : si a Fe: Dw Tea 
A < ‘ “se Ma MEE RF : o ey >! So 4 
§ / ; : s er a ‘ aS Re y ~~ pn? 
o Bs \ ae ey Rat i <a ) SSSA Se 
oa -) ways he SS day _ , yw 
a eo i. 3 ‘ ‘ -) oo ee es & A ri) 
we — Ol eA ; 3 at 3 panse g ER ql : 
— ey ; ett ‘ y wi “s ~— ’ 
- =~ . SREB oe ints . 
oe aay Bs . lt | Hit af 3 : 
hie 5 . 4 “a 
eo 4 5g . vat * ' 
¥ - ey ie} : > 
a aa be : fi ; 4 — ae te wes a 
a ¢ ‘ y : Be ae ee ee ‘ 
a « f Ht i i 7 «7 vc \ aan ee — ae : 
e- ; iP fbb on OD Sane 4 = ea oe 
# : hie ier antag +. = e.. = Ree 
 ———- a | ee . 
a ; =e | eee oe =z 
_ aaa SPEED = Be ‘ 
oa ae EFFICIENCY es Oe 
[- Ee ay, | 
‘ae =) == f 
z ¥ - al SS ie f | 
a P ~ ' f 
2a = | . | 
a lis “San ~ me 
e 23 oe > —ih ; | 
ea ie | 
= lee rr 
Be a 
Pe _—. saat) Te a Ce. i a ee. S 
i ae fo). ae i ae a ee ama ae: ae — ee me ge 


FEATURING SIDE-FILING...GREATEST IMPROVEMENT IN 50 YEARS 


Steel Rock-A-Files! The only truly modern filing Steel Rock-A-File cabinets are finished in lustrous _ 


cabinets. More than twenty basic advantages gray with handles of satin aluminum. , 
over drawer type files. Rock-A-File’s exclusive Write or wire for complete details. 
and revolutionary sidewise opening provides 


easier, more efficient filing in less than two-thirds ROC KWELL- BA R N ES . C0 M PANY 


the space occupied by old style files. Specialists to the Stationer Since 1903 
= 35 EAST WACKER DRIVE + CHICAGO 1, IL 


January, 1946 OFFICE MANAGEMENT AND EQUIPMENT ? 
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HANG-A-FILE 
is tops” 
in FILING SYSTEMS 


HANG-A-FILE is the complete filing unit business 
has been waiting for. Here is streamlined filing 
efficiency at an attractive price. Recommended 


NO. 30 eee HANG-A-FILE . 
Complete with 25 insertable tab guides. Folders 


supported by full length chrome finish metal hanger for countless users: correspondence, shipping 
which rests on two guide rails. orders, shop tickets, bills, orders, invoices, etc. An 
All metal file, caster equipped, finished in olive green unprecedented opportunity for users everywhere 
enamel. Width 13/2", Depth 18", height 27". because there is a tremendous need for HANG- 
Shipping Weight 33 Ibs. . ... Packed 2 to carton. _ A-FILE equipment. Write, Telephone, Wire. Don't 
- cany eoantied. miss this opportunity to boost your filing depart- 
COMPLETE $1 5.50 cc. tist ment efficiency. Complete information on request. 


Louis H. Farber 


OFFICE FURNITURE © SCHOOL EQUIPMENT 
30 EAST CONGRESS STREET, Phone WEBster 3217 CHICAGO 5, ILLINOIS 
\ 
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WHITH 


“Yand LE” Resumes Production 


for Civilian Needs 


ineer- 
over § 4 
ink experienc the record 
Experie ds of thom 
ing @ 
bones f businesses. been enriched by 
This ae oxbillerated planning 4 


re. 
or) satisfactory 


Yes, the same “‘ Yand E”’ high grade pre-war Neu- 
tra-Tone, warm gray finished Style-Master Steel 
Desks and Empire Steel Files are once more rolling 
off the production line .. . rolling off just as fast 
as possible considering reconversion problems of 
securing men and materials. 

Every effort is being made to distribute our first 
post-war civilian products judiciously. Yawman 
and Erbe believes that a quality product within 
time is better than an inferior product at any time. 


Get in touch with your local “Y and E” store. 


YAWMAN ND FRBE MFG.(CO. 


1045 JAY STREET., ROCHESTER 3, N. Y. 
“Foremost for More Than Sixty-five Years” 
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never before such 


FAST, EASY FILING & 


OLD-STYLE FOLDERS 


Pendaflex frame and fold- 
ers, showing how they 
hang upright in file 
drawer. 


Oxford 
PENDAFLEX* 


new style filing folder 


HANGS! 


*Reg. U.S. Pat. Off. 


Reduces filing time 20°%—transforms filing from laborious 
searching to instant visible reference. 


No new cabinets—simple frame fits in file drawer and folders 
HANG in file. Eliminates most misfiling. 


Send for FREE BOOKLET 


OXFORD FILING SUPPLY COMPANY 


340 MORGAN AVENUE BROOKLYN 46, N. Y. 
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...And so are you, Mr. Employer, when 
by your wisdom and far-sightedness you 
provide your employees with the air- 
flow comfort of CRAMER POSTURE 
CHAIRS. 


Your dividends on CRAMER POSTURE 
CHAIRS come from these undisputed 
advantages: More work—and better 
work from the persons in your employ. 
Less fatigue—fewer mistakes—brighter, 
cheerier dispositions . . . because the 
occupants of CRAMER POSTURE 
CHAIRS just naturally have a greater 
zest for their jobs. For something new 
in seating comfort, see the CRAMER 
dealer in your city. 


ad —-— = -_— = 


Here is a preview of our next national advertising release to appear soon in several leading publica- 
tions. The chair model illustrated is No. 2251. Four other stenographic models and three Hi- 
chair models are now available. Since the quantity is limited, it is urgent that you order at once. 


Watch for our announcements during 1946— there will be new models... 
the chairs you've been asking for! 


1205 CHARLOTTE STREET © KANSAS CITY 6, MO 


CHAIR COMPANY 


CREATORS OF AIR FLOW COMFORT IN EXECUTIVE, SECRETARIAL, GENERAL OFFICE & FACTORY CHAIRS 


January, 1946 
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ECLIPSE PLASTIC Sau-2 «ro STREAMLINED LETTER TRAY 


Moulded from smooth, lustrously translucent white plastic, this unique “double-decker” 


letter tray is designed to resist scratching, chipping, breaking. A special feature is the 
use of only two side supports in place of the conventional four corner posts. Top tray 
swings aside to allow easier access to lower tray. Index tax slots moulded into each tray. 


Light-weight, durable, strong. A smart accessory in any office surroundings. 


CONSULT YOUR JOBBER — or write us for prices. No. 211 — Double Tray with Chrome 
Brackets. In translucent white or black. No. 212—Single Tray in Translucent White or Black. 


ECLIPSE MOULDED PRODUCTS COMPANY 


Plastic Div. of General American Transportation Corp. 
5182 N. 32ND STREET, MILWAUKEE 9, WISCONSIN 


MANUFACTURERS OF ‘‘SAN-DURO"' BRAND PLASTIC PRODUCTS AND PRODUCERS OF PLASTIC ITEMS CUSTOM-MOULDED 
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This concealed 
safe unit is a patented 


Invincible EXCLUSIVE! OU'D never guess from outward appearance 


just how “personal” this file really is. The 
top drawer contains a concealed safe unit. 
And there's the secret to new markets — new 
profits — for alert office appliance merchants! 
Executives say it's a handy and practical file for private offices — and 
ideal for home use, too, You can get complete details from File Headquarters. 


INVINCIBLE METAL FURNITURE COMPANY, Manitowoc, Wisconsin 


OFFICE MANAGEMENT AND EQUIPMENT 


2 ; eg aad 3 ae ate pach tee nt © 3 a ee ee a | ie SES et es 
= ‘ gM me 2 = Ol i as me eee ae . ae eee gr a = Pe oe r : ate 
- Pe Ba arenes, — Secs f. 2 lle ee pt oie Cie peer emt : tl aoa 
i» ae” ; i a Ge ee ee Been: — ae i eae Seas ie ee = ‘ey 
~ 
- > 
Ly f re es 7 pe ie ie ‘oe a os A et oo 9 Ces cece 7 ae i “a 
‘ 2 ome Pens ae aes ll ae ee ; 
te : a .. o oe es He 
; . & - a ae — Shae JS a 
: PS ee one, c a Pe. — t Welegce eee ee BA : 
4 J i ae o 7 ian aia i. ware ‘ “ + Sa Be, ae 
: ; a a ie ae ii eS ee iy ° 
: : : i 2 se heen a ws ie  - Aes 
a a —A4 CO : 
ee ae a2 oy a Oe a» Drecetragr MA tks rae 
4 a pe eee ee ee oo ie oe epee eet ll 
— ones ra Ao a =a, See oo oc , fe ett a ey 
: ea we pet: ‘ x ee meen a. ae eS, Md th TF re a ‘ ~ a 
: a Ja ‘ ete eee ea oe ba re 5 Ze Tae ls , 
Pe" (eS a a | 5 a est f eG ! 
4 oy = ewe es: eS ‘f ae 4 4a we I Ghee 
Aer: a je ooo ll ts aes sa ——_ 8» : 
5 eee : ee a ey 2.4 ee i eS Gee, oo f Sees. ; ; 
i a) : z ae, 5 5 Comme: =: aie ee Ae Apa a 3 ae 2 Nd 
E eames Me Be : So Sia eee, te. t aa gr ‘ | 
- ———— sl ees, ! 
: ee ok ia a 
eo ase Eel we bad Pe. ae 7, 
; he — ig pees cate f eg, ae “ 
a 7 . faa 4 Ee ees . aL ous 
: a ae cr ee BONN i 7 Pd ie 
me ag hg oe. ae ead sl ; 
} Ms oe ioe 7 ete me a eth nee > i $ 4 
a ees ; ae ae. a aa ee ‘ eae < : ae 3 
= ‘ al aby ae co ae. ae 2 : : ae | oe 
> tees. ; = a a Se rio age -_ iS Ey Fives cars ga 8 ve 2 bt 
") 8 a. ao Co ce | net eho ae oe Soe 
ote a a | es a : # i - ie en ae -— aa + ae 
bee a 7 ese : ‘ : —_ oe (52 ooh oem aso i = Pee. 4 
ceger q - ae, — ere ; ax ee Ne 
: a ee tft - é 
; a r ¥ Ee OOOO = sae Ek | 
* ~ as a a ew ee | hs 
: j a > : oa 
: . a ee ee ik a Te i 
. al ae ——— . eS i ee oe 9 et igs | ae sp aa ? 
ae ate ‘ . : S ee et ee Ree). ae ei : e. ae a ae . e 
et cae an UP a Fe ae, Lota F. ek OM rae Pay at % ee oy 1, 
: bits — <a Siow Geese td ene: a aa oe rege eh Siege a : 3 
j ee iy a me pa er oak ccs — | 
: eS Seas be —— $e3 5 ad > ee co E 
; a 0) NY eae ‘a as nae aaa PP Bere i 
cee oa Ge eal a an Oe e. Se ; 
on om ati ca a ah is ‘ Re 2 | a a & OS ae A 
| Pz : Fi oa 24 Cae: : \ By a . | ear " : 
a * as g a : oe a Es5 ia . soe =f ; +, ee = 
a s : a aie as > oe Ne ee Ti : 
a Bier % = ses aa is Pe ee ere & RE: Oe a ‘ z 
es Ceige Re 3 Z Z — hee q See Se tes Ce mm 
Sata 7 ns Pie igi a ae a * = 
6 fs - é Rae ey a ea a ol i" pi oe 
a Se Ef 4 aes ee OC - ee . 
co ie a ia ce. ia oe i ‘ 
oe rag : ~ nese ee | iia 
PB eee: = 2 ees i Po a - fF ~ Mire ea 
nn a as By. ‘le <n Bat : 5 ae ee 
“eas Pat ; . Ay: ee i= ie) * | Set “aaa By : 
ae oe ae a aa ‘| nf ae ; 
ae ie Te ee a, =a bs 4 Jay os = ie ; 
‘ =) > a a i etn) aes ae " ee Ps gee ae ~ ae il ae 
- Bef 3 2. a ve ee Ae 
a Ae 4 Rey i er ce ae cs re 
BY eats a = ng Ps ae ae a t } : oh aw ; Pies a * a 
. 3 ae E i ian, oR a ee f oe ae i a : 
: : en — + > ie 3 | 
on a ‘ ’ a aa a ae ome a Pe ka 5 a ae 
td, a $ G cate eer. i ee? ete ge oN é 
8 dks a ae aaa na as pe ee a. ve ee ee | Fae ae : 
e 24 es Nae gga —— — ‘ |) : 
a “é mee : ‘ vo ee — BS a coe ul rs 
- oe we — . pia eo desi ‘ pee sat) ; Re Pg oe me 
. oa a 
. — a , 
: 2 SR 
bo 
ET 
January, 1946 ee 18 


VsaF 
Si Sg et eA 


REM Beis 


age. 
ee 
Rm PPL 
“ ke: 
o PrtA * 


WERE 
wanes: 


3 
e 
a 
- 
‘ 


holds great promise fo. FELDOO customers 


You don’t have to gaze into a crystal ball... nor even 


read the stars .. . we'll tell you—not all—just this 
much ...new ideas... new developments... new 
materials will all combine to give our customers a 
new plus to the advantage of looking to a special- 
ist for their ring binder requirements. Yes... three- 
quarters of a century of specialization continues to 


grow with every up-to-date advantage. In the mean- 


time, contact your jobber for your present needs. 


FELDCO Loose Leaf CORP. %stsss'sines, 


NEW YORK + 25 CENTRAL PARK WEST - PHONE CO-5-0282 « PACIFIC COAST - 788 MISSION ST., SAN FRANCISCO - PHONE DOUGLAS 8563, 


OFFICE MANAGEMENT AND EQUIPMENT 
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ALL STEEL RED LINE 


UTILITY TABLE 


NO. 


IMPROVEMENTS 
OUR SPECIALTY 


Superiority in certain details in 
design to add needed rigidity, 
comfort, beauty and eye appeal. 
Years of experience have taught. 
us that the flared leg made from 
our specially designed dies creates 
strength and adds to the beauty 
over the old style bent leg. Cor- 
rect measurements are very essen- 
tial. This stand measures: Top 
15 x 20!/, and is 26!/2 inches high 
overall. Heavy gauge metal used 
throughout. 


RED LINE MFG. 


418 SO. CLINTON STREET 


1521 


A special two-tone baked Hamer- 
loid finish adds to the richness of 
this stand. 


COLORS: 
Green and Walnut. 


Equipped With All Steel Top and 
Easy Rolling Casters 
Shipping Weight: 14 Lbs. 


Shipped K. D. Individually packed. 


LIST PRICE $8.12 


COMPANY 


CHICAGO 7, ILLINOIS 
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“We'll let our product 
be our trade mark’’ 


Seldom has a better choice for a trade 
mark been made than the famous red 
H which identifies products made by 
Hotchkiss of Norwalk. Formed of 
strips of flat steel staples, the red H 
today stands for the finest in stapling 
machines and staples, just as it did 
nearly fifty years ago. 


In addition, the finest wire staples to- 
day are identified by this chisel- 
pointed trade mark. 


Re 


Staples so marked are made with 
Hotchkiss accuracy from the best ma- 
terials and each staple point is sharp- 
ened to a keen chisel edge. 


HOTCHKISS 
STAPLES 


Best Then 
Best Today 


When Hotchkiss was young, nearly half a century ago, the best 
method for fastening papers was the Hotchkiss flat steel staple. 
Many people still prefer this type of fastener for permanent 
clinches. This early staple was branded with the red H trade 
mark. 


Today the best paper fastener is the Hotchkiss chisel-pointed 
wire staple, identified by the same red H trade mark and also 
by the trade marked name "Chisel-Pointed”’. 


By all tests... uniformity, tenacity, accuracy and ease of oper- 
ation, they are superior. However, the most important test of 
a staple from the dealer standpoint is customer preference. Be- 
cause Hotchkiss chisel-pointed staples load quickly, fif the 
machine correctly and, best of all, work with easy smoothness, 
customers demand them. That's why they are always a fast 
moving item in leading stationery stores. 


NORWALK, CONN. 


‘ 


““PIONEERS IN ALL THAT’S BEST IN STAPLING’’ 


—— |} 
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LIFT YOUR OFFICE TO A HIGHER PLANE 
with 
GOODFORM 
Adjustable Office Chair 


in Aluminum 


No. 2123 


mericas popular offic Chair is here agai! 


OODFORM Chair No. 2123 is designed to fit the tear hosiery or clothing. There is no better investment 


active working requirements of secretary and in office seating than a Goodform Aluminum Chair. 
pist. It provides greater working comfort than any Available NOW at G-F Dealers and Branches. Write for catalog. 


comparable office chair on the market. It is constructed 


of extraordinarily durable, lightweight welded alumi- 


hum, with comfortable foam rubber cushioning on seat 


THE GENERAL FIREPROOFING CO. 


and back rest. It is guaranteed for 10 years and will YOUNGSTOWN 1, OHIO 


IN. not split, splinter, warp nor develop rough edges to 


AL DESKS +» GOODFORM ALUMINUM CHAIRS + METAL FILING CABINETS + STEEL SHELVING + FILING SUPPLIES + STORAGE CABINETS 
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Wade the Modern Way 
FOR LONGER WEAR 


CHAIR - 


A P Lo] N° CUSHIONS 


oe re ae 


Covered with KERAZON*, a Plastic Fabric 


GUARANTEED NOT TO CRACK OR PEEL 
FLAMEPROOF ° WATERPROOF 


NUMEROUS LABORATORY TESTS guarantee that this material will not crack 
or peel, is water and flameproof and long lasting, making it ideal for Chair Cushions. 
This attractive 16” x 18” Cushion has on the inside a 21/ inch Spring consisting of 
not less than 10 coils. Extra thick and comfortable because it is tightly filled with 


cotton to hold its shape. 


Retail Price: $6.00 Each 


We also manufacture the same Cushion, but instead of springs and 
cotton, filled with resilient Sponge Rubber. 


Retail Price: $8.00 Each 


For complete information on ZAPON CHAIR CUSHIONS 
write to the manufacturers: 


REPUBLIC SEATING CO. 


45 WEST 45TH STREET Telephone: BRyant 9-4245 NEW YORK 19, N. Y. 


"Registered U. S. PAT. OFF. 
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In theatrical jargon, you'd 


has everything: streamlined beauty, 
smooth-writing action, and lots of good, 
sound value for a dollar. 


STRATFORD PEN CORP., 


SALZ BUILDING, 


DEPENDABLE PENS and PENCILS 


call the 
Stratford Regency “a hit.” And that it is! 
Stratford’s newest dependable performer 


The Stratford Regency has a rich, wider 
band and convenient recessed clip. And 
it has a remarkable capacity for ink—a 
flick of the thumb, and it’s filled. Avail- 


able in luxurious duotones or solid colors. 


NEW YORK 1, N.Y. 


“STRATFORD” and “REGENCY”’— Reg. U.S. Pat. Off. ...DESIGN PAT. 140026 
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utocopy Gelatin Rolls are ren- 

dering dependable service under 

the most adverse conditions— 

the steaming jungles of Mindanao 

—according to word received 
from the Philippines. 


It isn’t just luck that enables AUTO- 
COPY ROLLS to reproduce clean, bright 
and perfect impressions—consistently— 
whether it be in the tropics or in the arctic! 


This dependability is due to 25 years of 
intensive research that culminated in an 
exculsive formula, and to advances made 
in manufacturing techniques. This com- 
bination met the demands of war, is now 
meeting the needs of peace. 


Little wonder that AUTOCOPY Gelatin 
Rolls are “standard” with many of the 
nation’s largest users of duplicating equip- 
ment. 


AUTOCOPY GELATIN ROLLS 
AVAILABLE FOR ALL MAKES OF DUPLICATORS 
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For Easier, Faster, More 
‘Accurate Accounting Work 


ac i ee + 


eeeee 
POOLAP 


Today’s overworked accountants need every help in doing their job 
easier, faster, and more accurately. That’s why it’s important to have the 
best of ruled forms—MASTER-CRAFT “Sight-Saver” Forms. bi 


MASTER-CRAFT forms are pen ruled in soft Brown and Green, a har- 
monious combination of nature’s own colors. This “Sight-Saver” ruling. . 
is particularly restful to the eyes because figures stand out clearly. 


MASTER-CRAFT forms also have a special non-reflecting surface that’s ' 
built into the paper at the mill. This “mat” finish is ideal to write on. - 
and erases perfectly, yet it reflects no harsh, unpleasant light glare. Writ- 
ing stands out stronger and blacker. 


See these MASTER-CRAFT “Sight-Saver Forms at your -MASTER-. 

CRAFT dealer’’s today. Try them in your own accounting department. — 
You'll be amazed at how much easier and pleasanter ‘Sight-Saver” forms ° 
are to work on. 


Master-Craft Corporation, Kalamazoo, Mich. 
Division of The Shaw-Walker Company 


—— a ae oa SS” hh 6—hlUckl ee 
—" 3 E ie 2 a —— ys 
ee; eet : = i ae mer ae): oleae ‘ F 4% po : 
— oe. Be a ae ee ee 060ClU lll ee Oe are ee 
Bes > } oe — 0 2a meee ee a Co | ee Ds a ee = ae . a an" ak, 
yr : ey 
ae i oa 
; i 
s Ey ¥ " 4 Le 
- yi —_— % = >t Y 
ro eee a i” y ye % Hh 
a a. 7 a 
of s~¢ Mi a . y ee es 7 y ~~. ». | f 
4 os 5 i ret “t 
NN tick > E 
| #r e wh ee: - Png 
WARS } if oe 
| | re ; ne ve 
iM 4s [ § e : Be ) See | = 4 ’ . ‘ 
5 oie 7 oe ’ ae ee oy ’ P 2 ' ste : te 
Sain ; Petter ee a! Hee —  #§ : aie ie oe fi 
om : S et u k ‘ wees S = ae 5 3 a ; - me 59, . . 
yy, - . ; = ~ = or : oe a ae nee ee x ‘ ft 
7 5 Gas a Pe ae apa are x | aes ase Gina es } 
Zi E y ie > a a7 4 ; is &” 
“Stes, ; fa fr 4 : : ae lg fe te BS P 
r j i. A, S o ates is ~ Va : L < a Si : S a oo o 
5 + Sh oy Mes g oe Sap ; a a. 7 =? ae Bah tafilans Ro —_ + be 
; “ | oe 4 oa . a9 % “i ~ee? s ae ise E oy i . ¢ = 
<s as % Pee eos eh ase SS ERNE thee ela =e 4 i Faemp ices a 
yy ‘ae Be- . = tL | 
“ Sa : : 7 2 ° 
4 | ee 
i. QUALITY 
: LOOSE 
car e ‘ 
Be | 
po ae. i aie my : aon i, peta bi 2 an a “ ie 
fo (eh OE nenna «7! 
Gi mae ts Ss ; - | Sax . = * bi “ i a a oe hae & a 
A P| q, rs | . 4 Yo ae he ee os ee ne % =, a, =a ba ee Te FS 
eee igs — fe th =. =... oe Be 
. ee pas es | fF é a o me . ‘ Coa r 
¥ ewe) oe, ; ix a © Fs a a. a 2 iy ei: .3 ae ‘ Be 
. 4 er _—— ~ eee 20 ee ae ae ee. ae ae ; Rare 
i a Pc << sae ge eae ae ze 


Here's a business-builder...a good-will-winner...the dream team of 
stapling! The fastest, smoothest-working stapler! Completely uniform 
staples precision-engineered of 100% round wire to do the 
neatest stapling job! It’s the Swingline team of No. 4 Stapler 

and No. 4 Staples! 

Flick back the head and the staple channel is wide-open 

for split-second loading. Work the stapler and there's no 
buckling, none of the clogging caused by surplus glue on 
ordinary staples. Team up with Swingline — the most 

efficient and speediest of stapling teams! 


SPEED PRODUCTS CO., LONG ISLAND CITY 1, N. Y. 
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.-. and you'll point with pleasure, 


when you sharpen a TURQUOISE. Its long-seasoned cedar shaft 


cuts like butter. Its super bonded lead is firmly welded to the wood. 


And its *Electronic graphite is so finely ground and highly compressed 


ee that it readily takes a long-tapered point on the sandpaper block. 


TURGUBISE 


has other Fine Points, too. 

Its grading is uniformly accurate. 
Its point stands up when you bear down. 

Its lead is smooth as smooth can be. And its 
lines are so opaque they reproduce perfectly. 
Make a pootnt of tying TURQUOISE. 

Write Ernest Eagle for a free sample, 
naming this magazine, your dealer, 


and the grade you want. 


* Reg. U.S. Pat. OF 


Jenmary, 1946 


10¢ EACH ... less in quantities. 


TS “CHEMI-SEALED” 


(SUPER BONDED) | 


DRAWING PENCILS AND LEADS 


EAGLE PENCIL COMPANY, 703 E. 13th St., New York 9, N. Y. 
Eagle Pencil Company of Canada, itd., Torente 
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Now you can say NO 


It seems like anly yesterday that Pur- 


chasing Agents had no choice. They 
took what they could get—and liked it. 


But now you can say “no”. Now you 
can pick and choose. We at Webster 
welcome that challenge, because we 
know that if the words “quality” and 
“value” are part of your buying vocab- 
ulary, you'll get in touch with Webster. 


Constant research has helped to build 
quality and durability into the complete 


line of Webster products. That’s a good 
thing to remember the next time you 
order carbon papers and typewriter 
ribbons; duplicating carbon papers and 
accessories; carbon paper ribbons for 
photo-offset work; ribbons and carbons 
for Elliott-Fisher, Addressing, Adding 


and International Business Machines. 


Consult your nearest dealer or write 


to F. S. Webster Company, 9 Amherst 
Street, Cambridge 42, Massachusetts. 


WEBSTER’S 


Typewriter Ribbons and Micrometric Carbon Papers 


See — 
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The Treasury Department acknowledges with appreciation the publication of this message by 


GEYER PUBLICATIONS 


260 FIFTH AVE. NEW YORK 1, N. Y. 


This is an official U.S. Treasury advertisement prepared under the auspices of the Treasury Department and War Advertising Council 
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Greater filing efficiency — always a feature of Browne- 
Morse Steel Files — is never more evident than in the 
new and improved files which today offer greater 
values than any other file on the market. 


Free, easy drawer action is a major reason why Browne-Morse 
Files lighten the filing job. Drawers slide smoothly on newly 
designed extension slides equipped with eight heavy duty 
rollers and two floating rollers per drawer. This ingenious 
combination of rollers insures smooth drawer action, free from 
binding. The solid one-piece construction slide supports the 
heaviest load with ease. 


These are just a few of the many features which make Browne- . 
Morse Files the “Buy” for any business office. Back of their 
construction lies over 38 years of experience in manufacturing 

better steel filing equipment, desks and filing supplies. Write 

now for full facts. ' 


Architects of Efficiency 


for America’s Office Browne-Morse 


FILE FACTS 


Get the quick facts on 
Browne-Morse Steel Files — 

By f O Ww n e = M re) f S e write for Bulletin 5000. Lists features 
and specifications plus a complete table 
of sizes. 

MUSKEGON MICHIGAN 
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somethings missing... 


AND SO IS THE CURL! 


Yes, the curl is missing in LONGHORN CARBON. We’ve proc- 
essed it in a special way to make every sheet lie flat...in your 
typewriter or your desk drawer...on hot, humid days or crisp 
cold days. LONGHORN CARBON refuses to curl, even when 
you’ve used the same sheet thirty times and more. You'll like this... 
just as you'll like the clean, sharp impressions, the erasures that 
won’t smudge, and the way each sheet wears like fine silk. Take 
advantage of the fine features of this top quality carbon paper— 
always ask for... 
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AMERICAN CARBON PAPER MEG 
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A LINE TO BUILD ON | 


Balance—synchronization—superb plan—careful conditioning—all are vital to a fine time-piece 
and an efficient organization. But what makes the latter “tick” —what gives it unique consumer 
preference, is something more than mechanical perfection. It is the spirit of the organization— 
its products—and a whole-hearted desire to serve. That, we believe, is one of the reasons why 
Security Dealers are enthusiastic—why so many executives point to their Security installation 


with real pride—why more and more you hear it said, “Security is going places.” You will 


hear more about our expanding program in ’46 


SECURITY STEEL EQUIPMENT CORPORATION * AVENEL, NEW JERSEY 
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ERusa. 482 -N°2 
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MONGOL <> EBERHARD F. 


stands out... 


EBERI 


‘oa 


FABER 


MILLIONS .wear wy tie tong tasting 


Complastie Lead exclusive with MONGOL 
Ne. 482—“The Business Pencil of the World” 
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Featuring OFFICE PURCHASING, EQUIPMENT, METHODS AND PERSONNEL 
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Volume 7 No. | 


EDITORIAL OFFICES: 260 Fifth Avenue, New York 
City, (Tel. LExington 2-1121); Thomas Murphy, Editor; 
William de R. Taaffe, Associate Editor; Ray Pastore, 
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PAPER WORSHIPPERS! 


% IT IS hard to conceive of society getting on without what 
is written or printed upon paper. But, really, aren’t we carry- 
a ee ae ing things a bit too far in our office preservation of paper? 

and National Business Papers Association We aren’t open-minded enough on the subject of what 
should be filed and what should be junked. We go on filing 
various categories of paper unquestioningly because we -have 
done the same thing so long in the past. Files bulge, ware- 


ASSOCIATION 


houses fill up with our stored papers. Micro-photography is 
called on to help save us from being buried in paper. When 
Published monthly by war-time life-and-death appeals went out for paper salvage, 
ANDREW GEYER, INC. thousands of tons of waste paper emerged from offices which 

260 FIFTH AVENUE, NEW YORK 1 had been cherishing it. 
M. A. Geyer, President: James E. Neary. We plead for enlightened skepticism—an alert, questioning 


First Vice-President: Donald McAllister. attitude—on what we file. Who determines what goes into 
Second Vice-President: T. V. Murphy, Edi- our files and when it should disappear therefrom and how 
tor, and Hugh Ward, Advertising Manager. good is his or her judgment? 
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MISS JONES GETS WHAT 


SHE GOES AFTER 


\\ 


Merchandise 


Stock Book 
No. 1413 


\Vth\ 


Miss Jones is symbolic of the thousands of office 


workers and accountants who get what they go 


after—blank books 


They get exactly 


for instance. 


> 


y specify the Boorum & 


what they want when the 


Pease name, because in our complete line they can- 


not fail to find the one that meets their specific 


& P Blank Book to fill 


keeping need. Get yours now! 


there's a B 


Yes, 


every record 


needs. 


INDEX 
FOLIO 


TIME 
PRINTED HEAD CASH 
MINIATURE ACCOUNT 


and other blank books in all 


COLUMNAR 


TRIAL BALANCE 


TALLY 


MEMORANDUM 


and 


stzes 


price ranges. 


See your B & P Stationers today. 


Product 
FOR EVERY RECORD—A WAY TO KEEP IT 


GENERAL OFFICES: 84 HUDSON AVE., BROOKLYN 1 


N. Y 
* CHICAGO 7: 538 S. WELLS ST. 
NEW YORK 13. 


BOSTON 10: 29 OTIS ST. * ST. LOUIS 2: 115 SO. 8TH ST. 
NEW YORK CITY SALESROOM: 


349 BROADWAY, 
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& Authenticated News 


. easy to label a person lazy, stupid, uncooperative . . 


. not be so simple to 


discover the reasons for these outward signs of difficulty of adjustment." 


lt Pays to Remember That 
Office Employees Are People 


By Zalaine S. Hull 


of Donaldson & Hull, New York 


@ Mrs. Hull, at present partner in Donaldson & Hull, 
personnel consultants specializing in placement of pro- 
fessional personnel, has been supervisor of the office train- 
ing program, Sperry Gyroscope Co., Inc.; industrial rela- 
tions representative, E. R. Squibb & Sons; and psycho- 
logical testing and industrial relations consultant for other 
organizations. 

She is a graduate of the University of California, and 
continued her studies in industrial relations and personnel 
administration at Columbia University and the New 
School for Social Research. 


* TAKING people into account as total personal- 
ities is a basic factor which will insure getting 
office work done effectively. Recently a New York 
hewspaper carried a story in which a banker was 
reported as saying, “We are concerned with only 
one kind of interest here, and that’s not human 
interest.” 

In a society in which material gain is high in 


the scale of values, it is difficult to weigh an in- 


Jenuary, 1946 


tangible called human satisfaction, or to give it 
proper status in commercial fields. A progressive 
supervisor will not, however, ignore a force so 
dynamic, so productive. 

In a speech he made last year, A. O. Malmberg, 
himself a successful executive, said, “Business is 
not the management of things, it is the everlasting 
development of people. Man was not made for 
business, business was made for man.” 

Some such thought was evidently in the mind of 
the psychologist who observed that people, “in- 
stead of being regarded and treated as human 
beings in their own right, come to be merely a 
means to an end.” 

A job is more than so much produced, so much 
paper work in an office, adding up to a pay-check 
for the employee and a profit for the employer. A 
job is more than a means to a livelihood. It is a 
window through which we look at life. (Next page) 
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C. J. Hicks, well-known author on industrial re- 
lations, says that what we all need is a “social phi- 
losophy which recognizes that industry and busi- 
ness fundamentally serve the social purpose of 
satisfying human needs; that any system of pro- 
duction of wealth will endure only so long as it 
meets the personality needs as well as the physical 
needs of human beings.” 


Take Dorothy 

Take Dorothy, for instance. She is a girl em- 
ployed in a large plant whom I knew well during 
the war years. She was a secretary and in many 
ways a good one. She was technically competent; 
she turned out beautiful letters, kept her filing up 
to date, and was never known to muff a message 
left for her boss. 

In spite of this, she was a problem to a succes- 
sion of bosses. Some of them called her, “a pain 
in the neck.” She was efficient but not effective. 
She complained bitterly and regularly that her 
work was “routine,” “humdrum.” She “couldn’t 
stand” the other girls in her office. When she was 
asked to assist others, she accused them of taking 
advantage of her: “that isn’t my work.” She 
“couldn’t stand” her boss, and since he often felt 
the same way about her, she was transferred re- 
peatedly, bringing the same confusion and friction 
to another department. 

The supervisor wonders what to do with the 
Dorothys of the office world. 

Dorothy, you remember, could do her job, but 
she did not want to—not only in one instance, but 
in several. No solution to her actions was found 


until she reached a supervisor with enough inter- 
est and insight to discover the why behind her 
conduct. 

It was simple enough, really. All her life she 
had wanted to be a dancer. Since her parents felt 
that she should be trained for something more se- 
cure, she was persuaded to take secretarial train- 
ing. She was vaguely dissatisfied, but she said, 
“How could I know I wouldn’t like secretarial 
work until I tried it?” She found that sitting in a 
posture chair was not conducive to the develop- 
ment of muscles useful in the ballet. This was not 
what she really wanted to do, so her rebellion 
against it was obvious and unpleasant. 

She thought of herself as a misfit; in her own 
mind, she was still a potential dancer. When this 
was discovered, she accepted the suggestion of her 
supervisor to take some evening courses in the 
dance. She was then too old for ballet, but she did 
learn interpretive dancing. 


Transformed 

The last time I saw her, Dorothy told me glee- 
fully of the children’s classes she is now teaching 
in spare time. She has found an outlet for a basic 
drive and she, as a happy person, is reflecting her 
new orientation in her business hours. Since her 
life as a whole now has a genuine purpose, all 
phases of it are more satisfying to her. Her boss 
tells me he is delighted with the transformation in 
her too. 

The solution for some personality quirks do not 
need to be sought outside the immediate situation. 

(Turn to page 70) 


Many office jobs in wartime were enriched by a sense of participation in 
something big and significant, usually absent in the tamer days of peace 
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The visual control board at Corsolidated Edison 


A Visual Control Board for 
the Stenographic Department 


By Arthur H. Acken 


Assistant Manager, General Office Service Department 
Consolidated Edison Co. of New York, Inc. 


* BEFORE discussing the visual control board, 
I would like to give you a mental picture of the 
operation of our stenographic bureau and the 
volume of work performed. I believe that in this 
way you will be better able to appreciate the need 
for such a control. 

The stenographic bureau has 290 employees 
engaged in several different operations. The bu- 
reau handles calls for stenographers for dictation 
and transcription and general typing work which 
includes the typing of cards, reports, forms, state- 
ments of all sizes, and other similar jobs of which 
every office has its due share. There is a checking 
section through which most of the work passes 
before being released. The stencil cutters and 
Varitype operators are called upon to prepare 
stencils for reproduction purposes, whether it be 
the stencil cutting of straight copy, or the develop- 
ment of a complex form. The reproduction of 
copy is accomplished by one of s*veral methods. 
We are equipped to handle the photostatic repro- 
duction of copy, the photo-offset process in con- 


From an American Management Association Office Man- 
agement Conference paper. 
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nection with the Multilith machine, the Multi- 
graph process, and the Mimeograph and Ditto 
processes. 

During the year 1944 we answered 16,800 calls 
for stenographers, involving the transcription of 
64,000 dictated items. We typed more than l,- 
380,000 form letters and notices, more than 53,- 
000 financial and miscellaneous statements, more 
than 61,000 purchase orders, more than 42,000 
stencils cut for the reproduction of copy. The 
various machines used for the reproduction of 
copy produced over 10,000,000 copies during the 
year. 

If the manager does not have a complete pic- 
ture of the flow of work through the various sec- 
tions of the Bureau, certain jobs will be neglected. 
With this thought in mind, the idea of a visual 
control board was conceived and: the general office 
service staff was assigned the task of working 
out the details in connection with its construction 
to fit the requirements of the stenographic bureau. 

The board clearly indicates when one section 
may be operating at capacity whereas another 
section may be operating with a limited number 
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In the Stenographic Bureau at offices of Consolidated Edison Co. of New York 


of jobs. This condition is corrected either by the 
shifting of work or the temporary assignment of 
personnel from one section to another, which- 
ever may appear to be the best solution. 


Color dynamics 


This board was installed in May, 1945 in the 
receiving and distributing room of the steno- 
graphic bureau, where, as the name implies, all 
incoming work is received and all completed work 
is checked out. The board, which was constructed 
in our shop, is made of wood with metal dividers. 
The color combination is the result of our interest 
in color dynamics. Our post-war plans include 
the advancement of color in many of our oper- 
ations and work locations. This experiment in 
the use of color has proved effective in that it is 
restful to the eye, attracts attention, and the 
ladies like it. 


The board is approximately 33 inches high by 
20 feet long, with a 12-inch shelf. It stands ap- 
proximately 3 feet off the floor, to permit a better 
view and to eliminate unnecessary stretching or 
stooping when racking the job tickets. 

The various divisions of the bureau listed across 
the top are separated by buff vertical dividers. 
Some sections are larger than others, because of 
the volume of jobs handled each day. The days of 
the week are indicated on the left and right sides 
of the board and are separated by wider hori- 
zontal buff bands. 

The entire board is so constructed as to provide 
a series of slots or grooves in which the job tickets 
are racked. By glancing at the board one can see 
the progress of the work from day to day. A 
section on the extreme right is marked “Hold- 
over.” This holdover is for jobs so large that 
they cannot be completed in one week, or are 
awaiting approval of the department, as in the 
case of stencil work where the department re- 
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quests that the stencil be submitted for its ap- 
proval before the work is actually run. 

The number of sections and the size of a visual 
control board will vary according to a company’s 
requirements. The first step in the preparation 
of our board was to review the amount of work 
received for each section so that peak operating 
conditions could be provided for in the spacing 
on the board. To meet our requirements, the 
board was constructed to contain 2,620 pockets 
or slots divided in this way: stenographic section 
—360, photostat—380, miscellaneous typing— 
700, tabulating section—180; stencil cutting —400, 
reproduction work—560, and a holdover column 
of 40 pockets. 


Request form 


Attached to all jobs received is a request form, 
in duplicate, describing the work to be performed. 
This request form was designed so that certain 
information would be visible when the ticket was 
inserted in the rack. The size of this ticket is 
3 x 5 inches. 


The front of the request form, which is filled 
out by the individual submitting the request, con- 
tains the individual’s name, department, and loca- 
tion, along with the necessary instructions as to 
quantity and description of the work to be done. 
Space is provided to indicate whether the job is 
to be typewritten, reproduced, or photostated. 

The reverse side of the form is used for the 
stenographic bureau record. In addition to the 
identifying information, space is provided for a 
record of time the job was started and the time 
completed, for any operation necessary to com- 
plete the work. The upper right hand corner of 
this form has been printed in a horizontal position 
so that the form when folded measures 114 x 214 
inches. This size when used in a vertical position 

(Turn to page 88) 
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Continental Casualty Co.'s supplies requisition, incorporating shipping label 


Requistion and label 
% A FORM which we find of great value is our 
requisition for supplies. 

This form, which measures 514 x 71, inches, 
is made up in triplicate. It is furnished to our 
branch offices and general agencies for their use 
in requesting needed supplies. They fill out the 
purchase requisition on the form and at the same 
time type the shipping label which appears at the 
bottom of the requisition. 

This short cut is a great time-saver, inasmuch 
as the entire operation is completed while the 
requisition is in the typewriter and in control of 
the individual who is interested in receiving the 
supplies. The originator of the requisition retains 
the triplicate copy and the two other copies are 
sent to our supply department. After the requisi- 
tion is filled, the perforated shipping labels are 
detached from the requisition, glued to the pack- 
age, and the shipment is on its way. This plan en- 
tirely eliminates the making of shipment labels in 
our supply or shipping department. 

The label provides all data required for ship- 
ment purposes. 


R. W. Cosurn, Director of Purchases, Continental 
Casualty Co., Chicago. 
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Want to Try These Ideas? 


New carbon paper below old 

% WHEN new supplies of carbon paper are re- 
ceived, the office store-room should see that in put- 
ting them on the shelves they are placed beneath 
any packages of carbon paper already there. 

This will insure the use of the older carbon pa- 
per before the newer supply is touched. It is es- 
sential to remember that carbon paper which is 
stored too long deteriorates, and if new packages 
are always piled on top of old ones some packages 
are eventually going to become useless. 


F. H. Caswett, General Sales Manager, F. S. Web- 
ster Co., Boston. 


Not new, but useful 

*% I KNOW that this is not a new idea, but it 
has worked so well for us that other offices may 
want to test out in these more or less normal times 
a suggestion popular during the war. 

We type the carbon copies of replies on the 
backs of the original letters. Letters and carbon 
are thus kept together, second sheets saved, and 
filing space reduced. Time is also saved when filed 
correspondence is looked up, inasmuch as the reply 
is always on the back of the original letter. 


Cart J. WEIKEL, Purchasing Dept., Courier-Jour- 
nal, Louisville Times, Louisville, Ky. 
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WE LIKE 


VISITORS <<. 


yy 


"We like visitors," the McBee 
booklet says, giving the visit- 
ing salesman a pictorial idea 
of the attitude of this office 
towards those with something 
to sell. 


% THESE days when visiting salesmen are more welcome in the offices of 
big organizations than they have ever been, more attention than ever is 
being given to practical means of conserving their time and to winning 
good will and cooperation. 

The McBee Co., of Athens, Ohio, well-known manufacturers of aids to 
simplified record-keeping, has recently prepared a booklet for distribution 
in the reception room of their plant offices at Athens which is currently just 
about tops in the way of a practical welcoming gesture for visiting sales- 
men. 

The booklet, called, “The Key to McBee,” contains in its sixteen pages 
everything that the salesman needs to know about the McBee Co., its 
personnel, its products, and its plant, and about Athens itself. 


A cordial welcome 


Back of the booklet is sincere interest on the part of the McBee Co. in 
the salesmen who supply them with needed materials or services. The 
booklet is intended to give them a cordial welcome, help open up to them 
every opportunity to sell what they have to sell, and make their visit to 
the company’s offices as pleasant as possible. 

“We like visitors,” the booklet begins. 

“Maybe we don’t go as far as rolling out the royal rug, but we are gen- 
uinely glad to see you. Our success depends just as much on buying right 
as on selling right. 


“Often you bring us news of materials and methods that help us improve 
our operations. We do not for one moment forget that while you are call- 
ing on us, McBee representatives are calling on other companies—perhaps 
your own. You are entitled to as fair a hearing as we would want for them. 

“It is the McBee policy to see everyone who calls. Like all organizations 
we have to have a few rules. One is that everyone with something to sell 
should see the purchasing agent first. If he finds you shouid talk to some- 
one else, he will put you in contact with the proper McBee department head. 

“It is to your advantage to cooperate in this respect because our purchas- 
ing agent is the man who signs every order. Then, too, someone else in the 
organization may be looking for your materials or service; in that case, he 
will so inform the purchasing agent. By trying to figure out things for 
yourself, you’ll perhaps see the wrong man and maybe miss an order. 
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How oe 


McBee Office 
Welcomes 


the Salesman 


By Cheney Archer 


“If there is anything we can do to make your 
visit to McBee and to Athens more pleasant, feel 
free to speak of it.” 

The specifications of “Visitors We Especially 
Like!” are given in this fashion: 

“Our vote is for the man who realizes that both 
his time and ours are valuable. So he gets right 
down to cases, telling us exactly what he has and 
in what way it can be helpful to McBee. 


Booklet tells salesmen how to qualify for inclusion among 
“visitors we especially like" 
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“He won’t flatter us; nor will he disparage com- 
petitive products we may already be using. 

“He will be able to take ‘no’ for ‘no’ without 
losing his good nature and without putting on 
pressure. 

“He won’t promise more than he can deliver. 

“He won’t try to go over the head of the person 
to whom he is talking unless he is specifically in- 
vited to do so. 

“He won’t stay longer than he should. 

“He'll come in a friend and leave a friend, 
whether or not he gets an order.” 


Who's who 

Following this preliminary material, the booklet 
gets down to business with a page headed, “Who’s 
Here and Where.” Here are listed the names of 
the various McBee executives with whom sales- 
men may have dealings. In each case there is an 
explanatory paragraph giving the executive’s 
name, his title, and just where he is located in the 
offices. Harry M. Begg, purchasing agent, heads 
the list as the man whom the salesmen will first 
see, and then follow other executives whom the 
salesmen may meet through Mr. Begg. 

The next section of the booklet is a page headed, 
“What McBee Buys ... and Who Buys It.” Here 
again is a reminder to the salesmen to contact the 
purchasing agent first: 

(Turn to next page) 
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“If you have something to sell, your best bet is 
to ask for the purchasing agent. All buying at 
McBee is done through his department. If he 
feels someone else should hear your story also— 
perhaps the head of the department affected—he 
will make the necessary arrangements for you.” 

This paragraph is followed by a list of the main 
items which the company buys, arranged alpha- 
betically all the way from “Alcohol—Industrial” 
to “Twine—Jute and Sisal.” 

Next comes a page listing the McBee products 
and giving an explanation of how the company 
sells. 

Some towns are provided with easily procurable 
guide books or other publications which give use- 
ful information about the town and its facilities. 
But Athens is only one among many towns which 
do not have such information readily available, so 
the McBee booklet devotes considerable space to 
Athens, its history, and its various points of in- 
terest for the salesman. 


Local points of interest are all covered 


The center spread of the booklet features a map 
of Athens, on which are located the plant of the 
McBee Co., all the other important industries in 
town, the railroad station, airport, bus station, 
Ohio University, hotels, post office—every point of 
interest in the town. 


Following this comes a page addressed to the 
salesman who would “like to know McBee bet- 
ter.” This gives a brief history of the company 
from its start in 1904 as a small partnership be- 
tween Charles F. McBee and Henry Zenner. Mr. 
McBee, freight agent in Athens for the Baltimore 
& Ohio Railroad, conceived the idea of binding 
loose freight bills and other records into books 
with a drilling machine. He interested Mr. Zen- 
ner, owner of a local department store, in backing 
the company. 

After this little historical excursion, there is a 
page giving detailed directions to the salesman 
who drives to Athens. A double spread follows 
with the heading, “If You Have Time to Spare.” 
Here is detailed information on hotels, restau- 
rants, auto service, churches, luncheon clubs, 
movies, sports, even medical attention. 
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The booklet now works on to its logical conclu- 
sion with a page, “When You Have to Leave.” 
Here is listed complete information on railroad 
and bus service to and from Athens—with a note 
that the office receptionist will get specific bus 
and train information for the salesman or call a 
taxi for him if he wants one. 


“Goodbye ... Come Back Again,” the book ends. | 


“Take this book with you as something to re- 
member us by. Perhaps it will influence you to 
visit us another time. If your stay here was a 
profitable one, congratulations! If you did not 
leave with an order, better luck next time. 

“Have a safe trip to your next stop, and when 
you’re in these parts again, see McBee!” 

The booklet measures 814 by 51% inches, is 
printed in black with yellow tint blocks on coated 
paper. It was prepared for the McBee Co. by 
Byer & Bowman Advertising Agency, Columbus, 
Ohio. In addition to being made available to visi- 
tors in the McBee reception room, the booklet is 
also being distributed to McBee employees. The 
company’s own general sales headquarters are in 
New York. 


Our Cover Picture 


% FOUR EXECUTIVE offices in the American 
Sporting Goods Co.’s new wholesale-retail outlet 
in St. Louis, Mo., are probably tops in the use of 
electricity for health and comfort. 

The office pictured on the cover of this issue 
is one of the four. Each office, measuring 12 x 15 
feet, is built around a centered desk. Files are 
recessed into niches on each side of a rear alcove, 
which carries a lighted photo-mural of scenes in 
the Canadian Rockies. 

Lighting is furnished by two parallel egg-crate 
type ceiling fixtures furred in flush, each contain- 
ing four 8-foot Slimline fluorescent lamps. These 
at maximum use furnish 42 footcandles of light 
over the general area and 65 footcandles at the 
desk level. In addition, the lamps may be oper- 
ated at two intensities with the same equipment, 
making it possible to vary the illumination with 
sunny or cloudy days. A single switch at the desk 
makes the change. 

Over the desk in each office is an S-2 sun lamp, 
providing the continuous benefits of the sun’s 
rays. This fixture is combined with an air- 
conditioning outlet which spreads conditioned 
air evenly. Switches for both sun lamp and air- 
conditioning are mounted on the desk. 

In addition to telephones, there is an elaborate 
radio-controlled intercommunication system. 

All offices as well as the retail store are com- 
pletely air-conditioned, with a Westinghouse Pre- 
cipitron at the main air intake removing all dust. 
Germicidal lamps for sanitation, 15 and 30-watt, 
are installed in the lavatories. 
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ABOVE: 

IN A NUT SHELL. The Findit filing system is now 
available in an attractively packaged unit, which pro- 
vides a complete filing system for one or two 
drawers. The box contains 25 A-Z Barkley tab guides 
in color, corresponding miscellaneous folders, made 
with contrasting colored doubletop, 100 Duratex fold- 
ers, 100 colored border folder labels, and one name 
guide with large Barkley tab in color. This attract- 
ive package is designed to meet the needs of a 
small filing system. List price, $7.50. From C. L. 
Barkley & Co., 517 South Jefferson St., Chicago. 


LEFT: 

FOR THE OFFICE SMOKER. 
The Wells Office Furniture Co., 
725 South La Salle St., Chi- 
cago, is presenting the Trap- 
Ador smoke stand. This 
handy receptacle is 25!/2 inches 


finish. Top, handle, base, and 
levers are chromium plated. 
List price, $4.95 each. 


RIGHT: 


THE BIG INCH, one of the two new models of popular priced 
pressure-sensitive tape dispensers that measure the strip, intro- 
duced by Better Packages, Inc., Shelton, Conn. The other model 
not shown is called the Little Inch. They are designed to measure 
short lengths ranging from 3% inch to I'/2 inches, in widths up to 
| inch. Big Inch takes standard 2592 inch rolls on 3-inch core; 
Little Inch, the smaller model, handles 1296 inch rolls of cellulose 
pressure-sensitive tape cn |-inch core. Both these models will feed 
no more than the desired length. They have vertical pick-up which 
allows the operator to grasp the very end of the short strip, meas- 
ure and cut it off without skinning his knuckles. The vertical pick- 
up increases the speed of package sealing. 
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high and has a baked brown ° 


New Things 


in the News 


ABOVE: 

FOR THE EXECUTIVE'S OFFICE. Bendix Radio, division of the 
Bendix Aviation Corp., Baltimore 4, Md., is presenting this attrac- 
tive radio suitable for an executive's office. It is in the form of 
a drop-leaf table similar to an end-table for a living room. The 
front of the cabinet appears to have two drawers that are actually 
built in panels. The knobs of the lower panel are the off and on 
switch and the tuning knob. The upper panel is the dial of the 
set which shows through the mahogany finish when the set is 
turned on. When the set is turned off it is impossible to tell that 
there is a radio set in the cabinet as the finish of the phantom slide 
dial matches the mahogany construction. It has full standard 
broadcast; INR noise-reducing circuit; full three gang condenser; 
phonograph-television connection; built-in antenna; AC-DC oper- 
ation. Underwriter approved. 8 tube performance through 6 tube 
Superheterodyne circuit using double purpose tubes. In mahogany 
with Turkish boxwood inlays on legs and top. Size, 27!/2 inches 
high, 20'/4 inches wide, 14 inches deep. Sheraton period furniture 
design. This is the first of a line of invisible dial radios, 
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ABOVE: 


A NEW PENCIL with a new 
rocker-type pocket clip, a marked 
improvement in both styling and 
serviceability. This new clip per- 
mits the pencil to be carried low 
in the pocket. The cap, clip, and 
tip are of yellow gold finish. The 


barrel and finger grip are of 
molded plastic. For standard 
leads. Individually boxed. Re- 


tails at $3.75. This is one of three 
new models just introduced by 
the Autopoint Co., 180! Foster 
Ave., Chicago 40. 


BELOW: 
THE JACK OF ALL TRADES. It holds pages, and sheets 


in binders, ledgers, and booklets open flat on a desk or 
standing on edge. It removes clips, cuts heavy twine or cord, 
and acts as a magnifier for checking or reading. It is a 
ruler for incidental measurements; a letter opener and slitter 
for heavy kraft envelopes; opens package cartons and par- 
cels and folds paper. It also mey be used as a line follower 
or a paper weight. Made of steel, brass, bronze, stainless 
steel, or plastics, in various sizes for the office, desk, purse 
pocket, library and the home. From Baukus Research Lab- 


oratory, 619 South 16th St., Saginaw, 73, Mich. 
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LEFT: 


GOOD CLEAR COPIES. The ADF duplicator 
duces anything typed, drawn, written, or 
the stencil and prints on any size paper. 
of over 5 x 6 inches. Because of the transparent plastic 
backing sheet, the stencil may be seen as it is wrapped on 
the cylinder. individua 
backing sheets. A special placer insures printing on the 
exact spot desired. No inside inking—inking is 
through ink holes or by brush on the outside. Inside ink 
spreaders keep pad evenly moist. The stencil may be left in 
later. The unit 
stylus 


repro- 
handprinted on 
Printing surface 


Inexpensive stencils do not need 


achieved 


place for re-use includes the duplicate 
stand and cover correction fluid 
ink brush, transparent backing sheet, and tracing cellophane 


Very low priced. 


placer, extra ink 
From the American Design Forum, Camden 


225 Fifth Ave., New York. 


Maine, of 


ABOVE: 
TYPIST'S COMFORT, The Karl Mfg. Co. 
lona Ave., S. W., Grand Rapids 2, Mich., 


its stand to ease the typist's lot. This Karlc 
uses a floor space approximately 
dimensions of the machine it supports. 
the exception of the 1|6-inch-square wooden top. 


hand wheel permit instant adjustment from the 


Shipping weight, approximately 50 pounds. 


32-38 
presents 
stand 
equal to the outside 


All-metal with 
lathe-cut thread elevating screw and a ball bearing 


est height of 26 inches to the highest of 38 inches. 
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BELOW: 
MULTIKOPY MASTER 


ABOVE: 


LIGHT ON THE SUBJECT. The Mitchell 


Mfg. Co., 2525 
Clyburn Ave., Chicago 14, is presenting this new louvered com- 


mercial luminaire. This model is designed for four 40-watt lamps. 
It is 48 inches long, 17 inches wide, and 8!/, inches high. Full- 
depth metal louvers and double-strength ceramic-treated glass 
side panels. Wires, sockets, starters, gless panels, and louvers are 
easily accessible and removable for replacement, servicing, and 
cleaning. All steel wireway channel and reflector finished in white 
baked enamel. Surface or suspension mounting, singly or in con- 
tinous rows. Power factor over 90%. Stroboscopic corrected. 
110-125 volts 60 cycle A. C. Higher voltages available. 


wo TTI. 
< ~ wo 
RIGHT: sb - Se 
ACCURACY |S THE DRAFTSMAN’S WORD and the C- SSSPQayy. 
Thru Ruler Co., 390 Capitol Ave., Hartford, Conn., offers ¥,” = SS SS% 
th nt + 1 the draftsman. A quadrant, protrac- : SS Sy” 
t< and Siven an arc of a circle, he can ——— yy 
find + n 2-inch diameter accurately to a six- - : : 7, 
teenth of marked in tenths of an : ‘ Ly 
n on de and ‘n sixteenths on the other; a right ~ F 
ind it is transparent. Draftsmen can select proper 
Pinhole in ¢ nter makes it accurate for drawing 
and cle 
RIGHT 
SIMPLIFIED PAYROLL SYSTEM for companies with more 
han twenty employees. Useful fer companies that pay by 
vritten check, or machine-written check. Th: 
Multi-M designed to save forty percent in cost or 
pay stion. Records are always up to date and 
4 Jeral or state spection. Movable pointer 
ate t line and prevents operator from starting 
ostin ng . A double clamp holds forms col- 
ited y srately and eutomaticaily fil 
n pay g tory, employee's pay state- 
ment vy k, a bond deductions, at one writing 
Right hand Zi prevents sleeve from interfering 
ith Either standard or special forms can be used 
n hine. Optional forms for paying by cash, check, 
yr vouchs Provides complete facilities for peg- 
board ounting a for simplified general ledger ac- 
counting. All entri e posted with pen or pencil. The 
llustrat hows Multi-Matic set up for paying by check 
hick vriiten. Meets requirements of wage 
and hour and withh ng tax laws; and passes C.P.A., and 
governn é F the Systems Division of 
Remington R I 
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ABOVE: 

NEW STENCILS FOR THREE-DIMENSIONAL DRAW- 
ING. The makers of this Instrumaster line of drafting in- 
struments say draftsmen using these may make isometric or 
dimetric drawings efficiently and easily, without using other 
instruments. The two illustrations show the standard size 
isometric and dimetric two-angle and ellipse stencils, each 
comprising 27 ellipse openings of every required shape, 
sizes '/g inch up to 2 inches. Allowance is made for pencil 
point or lettering pen thickness, The stencils provide inch 


“ 

——————_———————————— — weer 
graduations at fill scale, or half scale in the case of one 
edge in dimetric stencil, along one vertical and two slanted 
edges. These three edges represent correct directions of 
isometric and dimetric axes. The stencils ere precision cut 
and made of clear high grade plastic stock .040 inch guage. 
Graduations and lettering are debossed on lower side. Sim- 
ilar stencils in professional sizes, containing ellipses from 2!/4 
up to 4!/2 inch size are also aveilable. Illustrated stencils are 
sold singly or in sets.. From the Instrumaster Industries, 
71 Arch St., Greenwich, Conn. 


LEFT: 

REPEAT PERFORMER. The Misco post-card printer, a 
new duplicator soon to be available, according to the 
Mimeographing Supply Co., Los Angeles, the manufacturer. 
The company claims several marked improvements for the 
device. Precision built. The feeding arrangement pushes 
a card forward from the bottom of the stack, insuring per- 
fect register. Matter to be duplicated, drawings, hand- * 
written or typewritten copy, may be put in position on the raj 
card where desired. Three hundred postal cards can be 
stacked into tne machine at one time and the cost of print- of 
ing will be 24 cents a thousend impressions. 


sco 
POST CARU PRINTER 


BELOW: 

CAN FILL YOUR ORDERS. Here is 
a time card specimen sheet showing the 
time cards now available from the Acme 
Publishing Co., 36 East 23rd St., New 
York. 


ABOVE: 


TO KEEP THE RECORD STRAIGHT. The 1946 editions 
of the Mutual Payroll books are now available. The book 
shown here is designed for firms having up to fifty employees. 
It has simplified tables for tax deductions, easy columns for 
speedy calculations, optional cut leaf feature and wage and 
hour law columns; provision is made for social security and : 
withholding tax deductions. All Mutual Payroll books are 
printed on quality ledger paper in green ink, are bound in 
strong hard cloth covers for durability, and wire-o bound 
to insure flat writing service. From Mutual Publishers, 151 
x Lafeyette St., New York 13. 
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Training 
Office 
Employees 

for 


Promotion 


By Mildred Africa 


Supervisor, Office Services 
Homelite Corporation 
Port Chester, N. Y. 


By Ewing Galloway, N. Y. 


% TEN years ago when I was hired as a stenog- 
rapher in the Sales Department of the corporation 
of which I am now supervisor of office services, 
each department had its own stenographers. It 
was not until the outbreak of war in Europe, 
which brought a tremendous increase in business 
‘o our organization and to each department, that 
tae management decided to start a centralized 
trenscription department. This department 
sta:ted with three members, with a working su- 
pervisor. Before V-J day we had ten girls doing 
special typing and transcribing cylinders, and 
eighteer. others in our mail and messenger, print- 
ing, calculating, filing, and stationery depart- 
ments. 
For advancement 

One of the advantages of a centralized office ser- 
vices department is the opportunity to train em- 
ployees for advancement. 

Up to a few months ago we employed boys in 
the mail and messenger department. The boys 
who served their apprenticeship at the mail desk 
were promoted to better jobs as soon as vacancies 
occurred, and with the increasing demand for men 
to fill positions with Uncle Sam, vacancies were 
the order of the day, and there was a constant 
turnover in this department. 

In the early days of the department, we’d had 
one experience with girls on the messenger routes. 
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All-around experience qualifies for secretarial jobs 


Whether it was because of the startling innovation 
or because the factory workers just felt like 
whistling, production invariably stopped when- 
ever the girls went through the shop. We there- 
fore discarded the idea of a female messenger 
service, at least for the time being, and returned 
to an entirely male staff. But the exigencies of 
war made a re-consideration of policy necessary. 
When school vacations started last summer we 
tried out four high school girls for this work, giv- 
ing them typist-clerk classifications. Two girls 
worked on the incoming mail, and ran the mes- 
senger routes in the morning, while the other two 
typed. In the afternoon the morning crew typed 
and the other two girls took care of the messenger 
service and got the mail ready for the post office. 


Promotions 

As soon as the girls can be promoted to all- 
time typist or stenographer classifications, they 
will be, even though we realize this will necessi- 
tate our continually training new girls for the 
mail and messenger department. 

We have also used girls after school during the 
year for typing, training them to become full-time 
workers after graduation. 

When a girl becomes efficient in our simpler 
typing we give her the more complicated work. 
After she has mastered this, we start her tran- 
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scribing from cylinders, advancing her from the 
simpler letters to the more technical, as she is able 
to handle the work. 

This gradual and intensive training gives the 
girls complete and all-around experience and qual- 
ifies them for promotion to secretarial jobs. 
Whenever feasible, we follow seniority rules. Not 
only will the secretary selected be trained for the 
job to which she is sent by reason of her tran- 
scription experience with the work of that depart- 
ment, but she will also be temperamentally fitted 
for the job. We can select a girl able to get along 
amicably with her fellow-workers and also (which 
seems to be of paramount importance here) capa- 
ble of subordinating her own personality to that 
of the department head. 

Relief operators 

The Comptometer operators are each trained 
as relief operators on two machines. The ma- 
chines are Burroughs for accounts payable and 
accounts receivable, and National Cash Register 
for payroll. 

The girl in charge of stationery uses her spare 
time to arrange papers alphabetically or numer- 
ically for the files. With all the departments in 
close proximity to one another, we do not have to 
waste any time. 

The girls are rated every three months on abil- 
ity, diligence, adaptability, cooperation, and initia- 


WORKS WHILE SHE GOES TO SCHOOL 


tive. Reference is made to this record when in- 
creases in salaries and promotions are in order. 
If a girl is found deficient in some characteristic, 
her group leader endeavors to discover the reason 
for the low rating and a sincere effort is made to 
help the individual. 

Morale high 

The morale of the department is high, and the 
girls are a happy, industrious group. They know 
that if it ever should be necessary to reduce the 
personnel they should have no difficulty finding 
good jobs elsewhere. They have confidence in 
their own ability because they have proved them- 
selves capable. 

In several communities throughout the country, 
notably New York City and Chicago, definite pro- 
vision is made in school regulations for a system 
whereby high schoo] students during the school 
year give part of their time to school attendance 
and part to actual experience in employment. In 
Chicago, for instance, the student attends school 
in the morning and works in the afternoon, or 
attends school weekly, bi-weekly, or monthly, 
alternating attendance with weekly, bi-weekly, 
or monthly work. 

It is all part of the trend to give young people 
practical business experience while helping to 
relieve the commercial and industrial employee 
shortage. 


New York City is carrying out effectively a school-work program combining school learning with 
on-the-job experience. Two thousand high school students attend school for one week, then work 
a week for one of about 165 firms. Two pupils alternate on each job, giving the employer the 
equivalent of one full-time worker. Here, Helen Palmone, foreground, student at High School of 


Wide World 
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Commerce, works as key punch operator in a New York department store. 
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Smoke Gets in Your Eyes 


By John J. Doe 


* NO, I’m not singing! 

The name I have asked the editor to put on 
this article is not my own. They say that to- 
bacco softens the heart and makes men feel 
brotherly and women sisterly, but I doubt it, 
and will not expose myself to assault. 

A long time ago no office was complete without 
a battery of spittoons. Top executives got the 
big shiny brass ones; underlings those of baser 
metals. How long is it since you last stumbled 
over an Office spittoon? They’re gone, killed by 
the decline in cigar-smoking and tobacco-chewing. 

But their successor is with us abundantly—the 
ashtray! 

Going up! 

What we have done, to put it indelicately, is to 
move the spittoon from the floor to the top of the 
desk. Why should I have to provide for my visi- 
tors out of my precious desk-top space an area 
which they may use for rubbish disposal? Yet if, 
maddened by the fumes of expiring visitorial cig- 
arettes, I banish the ashtray, my visitors get agi- 
tated, wander around forlornly looking for a place 
to throw their butts. 

Although not a smoker, I am no foe of tobacco. 
But I think that there is a time and a place for 
everything, and when I read in OFFICE MANAGE- 
MENT AND EQUIPMENT, as I did a while ago, that 
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the trend is toward more office smoking, it worries 
me. 
What's the answer? 


I am sure there must be many like me who 
would welcome an answer to this problem of tak- 
ing or keeping the cigarette butt from under office 
executives’ noses. 


Sure, I know there are floor gadgets which en- 
trap the butt and bury it out of sight, but they are 
far outnumbered by the open-display type of dis- 
posal unit—the platter, plate, or tray which sits 
on top of the desk. I don’t want to get up after 
every visitor and empty the tray into the waste- 
basket. I’m no janitor—and besides there is too 
much danger of fire. 


I went once to a Chinese theater in New York 
and was much taken with their method of handling 
the scene-shifting problem. They merely dress 
the stage hands in black, and they walk around, 
right out in the open among the actors, and no one 
is supposed to see them. Might it not be a solution 
for the problem we are discussing to have a juve- 
nile, suitably costumed in unobtrusive black, who 
will flit noiselessly from the premises of one execu- 
tive to another at stated intervals, snatching away 
the full trays and replacing them with empty ones. 
I see no other way out. 
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RIGHT: 


FOR THE PAYROLL DEPARTMENT. This 
Recordex withholding tax computer made by the 
Victor Safe & Equipment Co., Inc., North Tona- 
wanda, N. Y., enables the payroll department, to 
figure out withholding tax quickly, accurately, and 
with less effort. Wage amounts appear on visible 
margins, protected by non-glare, transparent trans- 
loid. The set in the Recordex folder contains any [ium 
combination of tables you need—weekly, bi- * 
weekly, semi-monthly, monthly, and daily, or mis- 7 
cellaneous tables. The folder takes little space on 
the desk, and fits into a file, desk drawer, or brief 
case when not in use. The folder has a printed 
label on a die cut tab. Charts are in two colors. 
The figures are lerge, and each deduction is 


separated from the others by wide spacing and ey 


colored rules. Each set of tables is on a different 
color card. Instructions and separator cards are 
also enclosed 


LEFT: 


THE WORDMASTER, a $1 long-lead magazine pencil 
available in dubonnet, brilliant blue, or lustrous black with 
gold-plated bands, clip, and point. There is a replaceable 


eraser under the cap. The pencil is loaded with a long 
four-inch Scripto standard diameter lead, which the com- 
pany says will write 22,000 words without a refill. The mag- 
azine is filled with six extra four-inch leads, enough for a 


N. E., Atlanta, Ga. 


RIGHT: 
INTO YOUR POCKET will fit this new postage scale which 


Royal American Products, a division of the Southwestern House- 
hold Equipment Co., 1583 Merchandise Mart, Chicago 54, is pre- 
senting. Weighs mail from one to four ounces. Indicates number 
of stamps needed for air mail. Precision designed in tempered 
tool steel with a satin rustproof finish. Design permits folding 
flat into thin leatherette case. Standard pack of a dozen in 
counter display carton with easel back. Self-help packs of one 
dozen are packed a gross to the shipping carton. Retail for 50 
cents. Immediate delivery. 


* 


whole year. From the Scripto Mfg. Co., 423 Houston St., 


~_/ WEIGHS 
SN, LETTERS 
« PAPERS 
« MAIL 
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The difficult employee may merely be seeking assurance that he counts for something in the organization 


Human Relations in Management 


By Thomas H. Nelson 


of Rogers & Slade, New York 
(Concluded from December issue) 


% RECOGNITION, the desire to be noticed, is 
another basic want and powerful incentive which 
management can utilize. Paul is a four-year-old 
son of a friend of mine. Recently his parents in- 
vited several of their friends to cocktails. Paul 
was permitted, as usual, to come in and greet the 
family’s friends. One man whom Paul liked very 
well deliberately ignored him. He sat down in a 
chair and pretended to be reading a newspaper. 
Paul made his rounds and was greeted by every- 
one except the friend who was reading. Paul 
stood quietly for a moment before the newspaper 
without getting recognition, then he doubled up 
his fist and poked it right through the paper. The 
friend dropped the paper in surprise and said, 
“Hello, Paul.” Paul smiled, turned on his heel 
and retired to his nursery. He had gotten what 
he wanted, recognition, and by a method no 
more drastic than many adults use. 


Recognition 

_ Executives who know men by their names and 
speak to them as they walk through the shops 
and offices get big dividends. Companies which 
provide recognition get hundred-fold returns. 

Response is another name for influence. Per- 
sons want to feel that they count for something; 
that they have a part in determining what hap- 
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pens to them and in their group. Very few “live 
alone and like it” in their more honest moments. 

The average person likes to feel that he belongs 
to a group or organization in which he has a 
part to play; in which someone tells him how to 
perform, and in which “someone cares whether 
he performs well or ill.” That is why people join 
fraternities; in fact the sense of belonging and 
counting for something is the essence of frater- 
nity, one of the most powerful influences in life. 
Management should recognize this basic want of 
human beings; the unions do! 


Practical returns 

When the president of a company in a small 
Michigan town provided a training program in 
group thinking, group feeling, and group action 
for his supervisors he found that production 
schedules increased 75 per cent and delivery 
shortages decreased 50 per cent largely because 
persons began to feel that they and their ideas 
really counted for something. The supervisors 


-had not learned any new production methods and 


techniques; they had learned how to respond 
to each other and management had learned how 
to satisfy that basic human want. 

New experience, says the psychologist, is essen- 
tial to human satisfaction. In everyday terms 


OFFICE MANAGEMENT AND EQUIPMENT 51 


at a ee Le ate an oe 
i. pe — i x oo a % a ae A on ae “eee ut Reig % eer : +s 
Nain) 5 ' eae ian, ; es a eA eee og. mee ee fie oS ae Mie mi 2 
Pee ee ae x is A ty er a a oe item 4 Bile: oe ae os q | 
Cee wee ts eee a “a Everest i Ser tea ke a ie eee ioe a 
oo 3 ce ; a S ‘ore T=! “ j i anne a Ps) a 3 ‘ — 2 i 
Ss ape 3 
aS » 4 “ 
Ge a <<. 
bie q 
en . 
: 7 _— 
. 2 4 ney . 
: Ee aat s : 
~ : 
. : a * - 
a ‘ i 
<< St % : 
i : “ ey _ 
E *. ee is vig J 
~ g ‘< ae ¥ <a aS 
: es pat ee .: x v4 i a" a 
-*. ty ye a , ] 
. a ! p eh: = 3 . x! a ae ge 
ty Ets: aie er a ee. : 
fat he Sa a aes Rae ers " - 
: PA — ees di ee e 
: ee he a ms Al 
x ee ier i — , , 
ol 4 pe eo - — ao x B a 
= : oe ety a a Ce . q 
ne Sia = ae. : é 
a fooD a. Toe ' F is 
: egy. : *. ys, * 
i Ry! ee —, oo 
ae an — . . , hm Wie 
i BS “NS . a es ro ot 
. eo “o b> i ‘ : ee i a F 
fale a me 7. Ae oe he : 
way So | Xo Pees a 
ae ec a ees | 7 ares Ree 
Se! oa ee ee s Fig Qi : 
BO 3 pe 
“SS Beet ee. ae a i ’ as , 
= ee ia 38 P A. ; . ‘ 
Ms * —_—— : — ae tay % 
: 4 ee? Bile. ‘ igs F ace : oe s 
.  _resveees® _ me yg fea est : 
ce ’ —_ 
; Po 
4 
ee ee 
| ‘ 


the desire for new experience is simply a hope 
that life offers something better ahead than it 
has given in the past. Seeing no future is at once 
an admission and a condition of defeat. Prison 
is punishment primarily because of its monotony. 
It doesn’t lack security. A prisoner knows he 
will have three meals a day, a bed to sleep on, 
medical attention, and even a burial. But he has 
lost his opportunity for new experience; he’s just 
a number. His tomorrow is just a repetition of 
today and yesterday and the day before. 

The essence of Americanism seems to be a faith 
in the future’s being better than the past. How 
often does management help its workers, in fact 
anyone outside its secret council, to really recog- 
nize its faith in and its plans for the future? 
Wages can’t take the place of hope for improve- 
ment with the worker any more than it can with 
ambitious executives and administrators. 

Devotion to a cause may be a part of or a by- 
product of the other four basic wants but it is 
worth keeping in mind. 

Ortega y Gassett, a Spanish philosopher, who 
twenty years ago saw our present world conflict 
said, “we witness today great hordes of people 
wandering about aimlessly in the labyrinths of 
life because they have nothing to which to give 
themselves.” 

In time of war the citizenship rises to great 
heights of loyalty to a cause. Youth lays down 
his life. Parents dedicate their sons and daugh- 
ters to a cause. “Human life by its very nature” 
says Ortega, “must be dedicated to something, an 
enterprise glorious or humble; a destiny, illustri- 
ous or trivial.” Must the worker find all the 
causes to which he is devoted outside the major 
portion of his life and effort—his work? 

We will cure most of the heartaches of workers 
and eliminate most of the headaches of manage- 
ment when work provides satisfaction for the 
basic wants of persons. 

Management needs to understand its workers 
as well as it understands materials, machines 
and methods. And then it must put its under- 
standing into practical operation through the 
techniques of wholesome human relations. 


Techniques of relations and leadership 


An ounce of human understanding is worth a 
ton of engineering or business administration in 
solving a specific problem of human relations. 
That is true partly because knowledge of engi- 
neering and administration has been concentrated 
on materials, machines, methods and economies 
and not on human beings. It is true, too, because 
the techniques of human relations are concerned 
largely with the attitudes and emotions of persons 
which in the past have too often been ignored or 
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repressed instead of being recognized and given 
opportunity for wholesome expression. 

All bosses whether foremen, department heads, 
or presidents need to be expert in handling griev- 
ances and complaints. These technics can be 
learned and practiced until one becomes skillful in 
using them. 

Believing that supervisors could be trained in 
the technics of human relationship, a well-known 
rubber company enrolled all of its foremen and 
department heads in a course in supervisory lead- 
ership. Fred was a member of the group. In the 
first session he stood up before the group (as each 
was required to do) and said, “My main problem 
is I supervise a hundred women and they are all 
the time complaining. What would you do about 
that?” It was a brief question but Fred’s manner 
of asking it revealed to the instructor some of 
Fred’s weaknesses as a leader. It was evident 
that Fred was afraid of women. Despite the fact 
that he was a handsome young man, probably 
because of it, he had difficulty in being his natural 
self with them. He instinctively felt they knew 
more about handling him than he did about them. 
His method of dealing with complaints was to 
“choke them off” rather than to listen to them. 
He saw a complaint as something that required 
discipline rather than as a problem-situation that 
required a solution. 


Three essentials 


Fred had to learn three things: 

(1) To forget himself and to put his mind on 

the problem and the person presenting it. 

(2) To change his attitude toward people from 

one of controlling and discipline to one of 
understanding and leadership. 

(3) To develop definite skill in handling griev- 

ances and complaints. 

The instructor encouraged Fred to tackle one 
of these grievances as a problem and to report on 
it at the next session a week later. Fred was 
given a case history form made up of several 
questions such as: 

(1) What is the nature of the grievance? 

(2) How does the complainant express it? In 

talk; in action? 

(3 What makes the complainant act this way? 

(4) What does complainant want? 

(5) What principles of human relations shall 

I apply? 

Fred agreed to try. He followed this method 
several weeks. He reported results to the group. 
The instructor and the group helped him im- 
prove his methods (and the group learned too). 
Having to stand on his feet and report his 
methods helped him overcome his self-conscious- 


(Turn to page 58) 
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Your new Sheaffer star... 


Cermen Cavallaro 
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id 


Sheaffer scoops the air lanes again—for you! 
Carmen Cavallaro—the pianist who has already 
captured America’s heart through his personal 
appearances and recordings—is now appearing for 
Sheaffer’s dealers on NBC’s TOP Sunday after- 
noon time. 

Teamed with his incomparable orchestra and 
Max Hill, famous commentator, millions of listeners 
— your customers—will be brought the best in enter- 
tainment for the whole family! 

This is Sheaffer's response to your achievement 
of selling more SKRIP than any other writing fluid! 
Let's both continue to offer the finest—in advertising 
—in merchandise—SHEAFFER’S! 

W. A. Sheaffer Pen Co., Fort Madison, lowa. 


SHEAFFER'S 


OFFICE MANAGEMENT AND EQUIPMENT 


ko : = ‘ae 3 : a , ay oe che aa . 
— | e at ely = + 7 eR ae es io , a 
ees : od aie ‘ z oN aaa 2. ‘oe a ae. ie : , ts | 
ee 7" or 7s 2 i i or ae - he van eae “i ey Ce oe ge £ oe 
se 
7 ee . 
ds, 
| | 
be 
in 
in 
vn | 
nd 
“ a 
ne 
°h | 
m 
1] 
it 
Yr 
of —" 
oo gta ; 
1t tti?g y —- = 
= % ' ues 
ot Sl ae. nee r hy es > ee, ‘ | 
‘ oe” Cll 
“ _ ey 
1 4 a * oe a4 
0 = wa 
! = \ | 
. sage’ oe 
ey BE < eee ce 3 
. t ® seg eee - 
x See ms | 
in: Poe ee Lae , 
_ ’ ia. oes x 
. ad : L Sa 3 
| , | | 3 ) a _—— . 
; : . ae i 
Mi ; : ; 7 ; a , 
3 m : : ae % > ha 
* a ss a ? \ ' | : ~ 
; ‘aoe f \ . “<. 
) : ™ *; if F ¥ af ; 
; ; FE: Bae * 
2 ) j e ss . een ee 24 =a 
et a Z ete SS ni*} - 
a = a ; * 
5 : SS ‘ 7 cb f hg | = < a , 
aad _ — ee 
4 : ye = %; = Es Bi “ vm ; somes : x 
io Say 4 ‘a e a i a ‘ si S 4 ; 
baa ao. eo ~ : 
| 7 | a Se am a ae 
es a ‘ at % 
ok, 7 »> 4 ——— % 4 
ae, eretes ~ ) q 7 | : 
al ee ; Be itociarnecnmsal *@ 
T : 3 i es , Ei iiecaaRnaNeR : ~) 
oa oa > Sa i L . sa aah 3 
4 Li a = e. % ee : oe a 
t = eae i: 2 2 ia cate rj Sous — les. he eee Be 
: 2 ee ee eS et ais . a aac ie 
_— oe . be See .., a 
4 wn 
a ro _ _ ' 
53 


IT’S GOOD TO HAVE 
THE TRUST OF 
YOUR CUSTOMERS 


The cop at the crossing represents security to 
the kids. The name ACCO on paper fasteners 
enjoys the same sort of confidence with business 
needs everywhere. 


Acco is the first name in paper fasteners, prob- 
ably the only name you know. Acco Fasteners 
are recognized everywhere as the standard of 
excellence, as certain a mark of quality and 
satisfaction as the sterling mark on silver. 


Now that Acco steel Fasteners are back again 
there is no excuse for buying—or anything less. 
Put your trust in Acco and be sure of filing 
efficiency. 


ACCO 


PRODUCTS, Ine. 


39th Avenue and 24th Street 
LONG ISLAND CITY, N. Y. 
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Save office paper still! 


| APPROXIMATELY 30,000,000 tons of waste 
paper were salvaged in the United States between 
January, 1941, and September, 1945, the Con- 
| servation and Salvage Division of the War Pro- 
_ duction Board reports. 
| Waste paper collection during 1941 was con- 
ducted by private industry, without emphasis on’ 
wide public participation, until October, 1941, 
when the stockpile dropped to 290,000 tons. The 
first waste paper salvage campaign was instituted 
in the fall of 1941 and the total collection for that 
year was 5,921,000 tons, or an average of slightly 
less than 500,000 tons a month. 

The Conservation and Salvage Divisions of 
WPB was established in January, 1942, and 
promptly launched an intensive waste paper 
salvage drive. 

While WPB sponsorship of the waste paper 
salvage campaign ceased officially on September 
28 when the Conservation and Salvage Division 
was dissolved, there is a continuing need for waste 
| paper in the reconversion task as well as in sup- 

plying needs of our occupation forces overseas 
and of liberated areas. Therefore it is expected 
that community organizations probably will con- 
tinue salvage drives. 

The consistently high average of waste paper 
collection totals was all the more notable for the 
period beginning with 1943, because by that time 
all large surplus stocks of waste paper in attics, 
warehouses, office buildings, and factories, had 
been collected, and paper conservation through 
WPB regulations and “paper holidays” by retail 
stores had reduced the amount of waste paper 
available for salvage. 


A Letter to the Editor 
EDITOR: 


Broadening the scope of your magazine’s cover- 
age is an excellent idea. Your selection of OFFICE 
MANAGEMENT AND EQUIPMENT as a title I think 
is most apt. Your predecessor publication, OFFICE 
EQUIPMENT DIGEST, I have found an excellent 
review of current developments of mechanical aids 
to the efficient operation of the office. 

I am sure that your wider horizon will in- 
crease my interest in your periodical. Your suc- 
cess is assured, but may I extend my congratula- 
tions upon your vision and foresight in providing 
a perfect tool for the modern office manager. 


Sincerely yours, 


H. J. ROTH, 

Commonwealth Edison Group of 
Companies, Chicago; President, 
Chicago Office Management 


Association. 
January, 1946 
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100 G W precision-built 
filing cabinets with G /W 
“Safeguard” Filing Sys- 
tem installed for well- 
known tool firm (name 
on request). Letter, 4x6 
and 5x8 card, and check 
files. 

So impressed was the 
President that he ordered 
complete similar equip- 
ment for his private office. 


THEY GO TOGETHER... No installation is too small . . . or too large 


. .executives the country over find a quick, 


THEY BOUGHT THEM sure, money-saving cure for ‘‘Find-i-tis*” 
TOG ETH & R when they install a G/W “‘Safeguard”’ Fil- 
ing System. For thousands it eliminates 

G/W FAMOUS FEATHER-TOUCH filing and finding grief. For maximum effi- 
FILING CABINETS ciency install ‘Safeguard’ System in G/W 


ech! cabinets. They go together . . . use them to- 
othing on the ae Mi - 

market can outdo gether. Precision-built for lifetime service. 
G/W precision- See G/W “Safeguard” System, G/W cab- 


built filing cabi- 


iit ie damian poe at your dealer. 


G/W PACKAGED 


easy operation. 
“SAFEGUARD” inate atnahee ‘Gen Get Your 
FILING SYSTEM years by discern- £R EE COPY 
; ing buyers. The 
The supremely simple, long-run value of F Globe-Wernicke ‘‘Find-i- 
easy cure for “‘Find-i- ideal feather-touch tis*"’ Booklet Shows How Filing is 
tis*.”” Includes A to Z Made Easy... Quick... Accurate! 


movement and 
lasting, depend- 
able service come 


““Safeguard”’ guides, 
folders, instructions, to 
install a trouble-free 
filing plan in any 1-, 2-, 
3-, or 4-drawer file; also 
available for larger re- 
quirements. 


For executives . . . secretaries and file clerks, too... 
from quality ma- this free book fully explains the ideal way to run a 
terials, finest file. The way that always works! Free at your G/W 
craftsmanship. dealer, or write The Globe-Wernicke Co., Norwood, 
Cincinnati 12, Ohio. “Headquarters for Modern Of- 
fice Equipment.” 

*The inability to find what you have filed. 


FILING EQUIPMENT AND SYSTEMS | pe Supplies 


OFFICE MANAGEMENT AND EQUIPMENT 
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An Office of Distinction... 
For A Man of Distinction 


How many people were in and out of your office today? The design of your office is 
important to your daily business procedure. For the past few years, we have been unable 
to supply the labor and material necessary for the decoration of your office. Today, we 
are prepared to aid you in the development of a distinctive office design. We have, for 
many years, designed private offices, libraries, laboratories, and other special features for 
schools, offices, and public buildings. 


We manufacture special equipment and cabinet work from architects’ drawings 
and specifications, or we will gladly submit drawings prepared by our designers. 
We will accept projects anywhere in the United States. WRITE US TODAY! 


New England Woodworking Co. 


‘512 East 137th Street New York 54, New York = 
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VENUS VELVET * VENUS DRAWING * VENUS UNIQUE * VENUS COLORING 
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PICTURE OF A 


AN INDEX WITHOUT A FOLLOW-UP 
FILE 1S A DEAD THING... 


LIVES AND PRODUCES PROFIT 


Your business memory is in your filing 
system. Is it a good one? There's a Wabash System 
which makes your records constantly available for 
active use, reminds you of matters that need atten- 
tion, and tells you instantly where any record is, 
whether in or out of the file. 


A ee ; r 


Bait Water St. WATASH, INDIANA 


A Wabath System 


NT AND EO 


Management relations 
(From page 52) 


ness and feeling of inferiority; it developed self-reliance 
and courage. Having to tell the group what principles of 
human relations he used in handling the situation caused 
him to study and learn them. Wanting the approval of the 
group caused him to put forth his best effort. At the fifth 
session Fred said, “I didn’t know it could be so easy, but I 
found out my biggest problem was myself, not the workers.” 

Fred learned how to master his own emotions; he learned 
how to use the case method, the problem-solving technic; 
he learned the principles and rules of wholesome human 
relations. As he began to understand persons and their 
motives he moved away from being a mere boss and in the 
direction of leadership: 

There are many other technics of human relations which 
a leader must master. There is only time to list some of the 
more important such as: 

—Correcting mistakes and administering discipline 

—Giving recognition and expressing appreciation 

—Building morale and getting cooperation 

—Developing personal poise and self-confidence (emo- 

tional stability and maturity) 

—Being a leader versus a “driver” type of boss. j 

Much has been said about leadership; too little has been 
done to develop it. Usually the talker (or teacher) on 
leadership spotlights the achievement of outstanding leaders 
and says, “Emulate them!” The results are negligible. 

On the one hand it is necessary to recognize that there 
are many kinds of leadership. There is leadership in litera- 
ture, poetry, the arts; leadership in politics and in military 
strategy; leadership in scientific discoveries or in inventions. 
Leadership in a field of knowledge is quite different from 
leadership in dealing with people. An Einstein is quite dif- 
ferent from an Owen D. Young, an Alfred Sloan or a 
Henry Kaiser. A Justice Holmes is quite different from a 
Herbert Hoover or Franklin D. Roosevelt. 

We are concerned here with executive leadership, in deal- 
ing with people in business and industry and what the 
personnel administrator can do to develop it. 

It is .desirable also to recognize that leadership varies 
according to the organization framework in which it operates. 


Levels of leadership 


One can identify three major qualitative levels of leader- 
ship in business and industry. 

First there is the older concept of leadership where the 
task was simply to get people to do what you wanted them 
in the way you wanted them to do it without asking ques- 
tions or raising objections. 

This type of so-called leader is a driver, a persuader, a 
propagandist, a manipulator of human beings. The day of 
this kind of leadership is passing. 

Second there is the level of leadership which enlists 
enthusiastic and cooperative effort of persons in achieving 
commonly accepted goals because they find self-expression, 
self-development and real satisfaction in their efforts. They 
get what they want within the framework of what top 
management wants; they find common interest and benefit. 
This is the kind of leadership which foremen, supervisors, 
and executives need to exercise with employees. 

Then there is an even higher level of leadership in which 
the members of the group share equally in creating the goals, 
the policies, the plans, and the authority to achieve them. 
This is the kind of leadership which top management exer- 
cises with its board of directors and stockholders. 

For the second and third types the requirements are 
much the same. The executive or supervisory leader needs 
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SYMBOL 


By means of visual communication, ancient man has transmitted to us a 
record of his colorful, often tragic upward climb through the centuries. The 
Cuneiform tablets of Mesopotamia and the Rosetta Stone of Egypt have 
faithfully interpreted long dormant civilizations to our modern senses. Man 
has always inscribed or set his seal upon works of which he is proud and 
that he knows will endure. The M&V symbol too, stamps the Mittag & 
Volger carbon papers and typewriter ribbons as quality products backed by 
pride in workmanship—your assurance of satisfactory performance! 


MITTAG AND VOLGER, INC. 


ESTABLISHED 1881 


FINE CARBON PAPERS & INKED RIBBONS + PARK RIDGE, NEW JERSEY 
January, 1946 
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OF CRAFTSMANSHIP 
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---it kills typing racket! 


KIL-KLATTER muffles typing noise, absorbs 
typing shock, makes typing easier on the ears, 
easier on the fingers. Made of famous OZITE 
All-Hair Felt with treated top to prevent 
machine legs from digging 
in, and non-skid bottom for 
extra safety. Size 11 x 13 in. 
fits all typewriters and many 


other business machines. AT YOUR 
STATIONER’S 
AMERICAN HAIR & FELT COMPANY yp 


OFFICE SUPPLY 


Merchandise Mart ¢ Chi 54, I. 
rchandise Mart ¢ Chicago DEALER 
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- leadership. 


primarily to be an expert in human engineering as applied 
both to himself and to others. He needs to be expert in 

1. The techniques of human relations based upon a sincere 
interest in and sympathetic understanding of persons in 
terms of emotion as well as knowledge and skill. 

2. The techniques of group thinking, group feeling and 
group action, welding persons together in willing and 
enthusiastic team work. 

3. The techniques of organization and administration based 


upon the science of federating human effort which igs] 


even more complex than the science of combining basie 
chemical elements or the science of using mechanical 
energies. 

4. The techniques of problem-solving—the ability to get 
back of the steering wheel of his own mental equip- 
ment in dealing with the current problems of his daily 
work—combining men, materials, machines, method and 
money in a changing world. 

5. The technique of self-mastery; being emotionally stable 
and mature in situations which so often irritate and 
harass the executive into handicapping emotional re- 
actions rather than intelligent directed decisions. 

6. The techniques of effective expression in instructing, 
in persuading or in inspiring human effort. 

In brief, leadership is the art of enlisting desired responses 
from persons, between persons, and among groups of persons 
in a way that brings larger satisfaction to all affected 
by them. 


Leadership can be developed 


Top management recognizes the need for wholesome 
It expects the personnel administrator to pro- 
vide it; first by proper selection of supervisors and execu- 
tives and secondly by continuous development of leadership 
abilities. 

The personnel administrator has found however that the 
usual educational methods are not very effective. Colleges 
and technical schools turn out wizards in subject matter 
who too often know very little about leadership. 

Years of trying to develop executive and supervisory 
leadership have taught us that the usual training methods 
do not work. Leadership is not improved much by reading 
text-books, listening to lectures, reciting in classrooms, 
taking examinations; too often the discussion method only 
serves to increase the ability to think about leadership, 
rather than develop the ability to make it work in daily 
situations. 

In recent years however we have learned to develop 
leadership ability coaching and drilling the student through 
in actual situations. He is put through a series of exercises 
where he seeks to get responses from others. The instructor 
watches each student perform; he diagnoses his individual 
handicaps, often emotional, sometimes due to his way of 
thinking, sometimes because of his personality; he prescribes 
specific remedial exercises; he motivates the individual to 
practice them. The results are changed attitude, changed 
method of thinking, changed habits of behavior—all learned 
from actual experience under the guidance of an instructor 
who performs more like the coach on the football field than 
like the instructor in the typical classroom. 


Twenty Years for "Net Results” 

The December issue of “Net Results,” house organ of 
H. A. Hopf & Co., management engineers, and the Hopf 
Institute of Management, Inc., Windrose Farm, Ossining, 
N. Y., completes the twentieth volume for this interesting 
little magazine devoted to management topics. 

The anniversary issue contains a foreword by H. A. Hopf, 
giving credit for the success of the little paper to Thomas 
Drier, the editor, and Mrs. Hopf’s wife, Rita Hilborn Hopf, 
managing editor. 
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pane only a few short months ago, Flag- 


ship Carbon Paper already outshines competition. 


Years ahead of the industry, this new sheet is truly 


tomorrow's carbon today. 


Flagship is the result of long research and experimen- 
tation by one of the country’s leading carbon paper 
manufacturers. Incorporating many and exclusive 
features, including the sensational All Metallic Back 
and special ink formulas, it will make finer, neater 


copies under all operating conditions. 


AS MODERN 
AS 
TOMORROW 


Not affected by heat or cold, moisture or dryness, 
Flagship is guaranteed permanent non-curl. Im- 
ported tissues, better inks insure longer wear, easier 
erasures, cleaner handling. The metallic coating and 
treatment of the back makes stencilling through a 


thing of the past. 


Try Flagship, yourself—give it the Performance Test 
in your office. Call your dealer or write direct for 


free samples and full details 


HERE’S WHY 


NON CURL Flagship is not affected by 
weather conditions—moisture, dryness, 
heat or cold. The exclusive metallic 
back, better tissues and finer inks make 


pigments 


CLEANER TO HANDLE m 
easier to collate, is crisp and clean. Fine 
perfectly 


with specially treated tissues, bring a 


RINGS THE SALES BELL 


Flagship is 


blended, combined 


it lie flat, always ready for instant use. 


LONGER WEAR Imported papers and 
tough pigments, plus actual metallic 
plating and treatment of the back, in- 
sure a carbon which resists stenciling 
thru and produces excellent copies long 
after ordinary carbon is worn out. 


FINER COPIES Clean, perfect impres- 
sions from first letter to last are insured 
by new and improved ink formulas and 
the most modern manufacturing tech- 
niques. 


new ease to manifolding work. 

EASIER TO ERASE Clean erasures with 
no telltale smear is another Flagship 
feature made possible by advanced ink 
formulas and exclusive processing 
methods. 

BETTER LOOKING The attractive nau- 
tical motif in full color on the box and 
the beautiful design of the silver colored 
sheet give Flagship a distinguished ap- 
pearance. 

GREATER ECONOMY Its popular price 
combined with superior performance 
offers every buyer and user top quality 
at lower cost. 


AND FOR DISTINCTIVE LETTERS—ALLIED’S ECHO TYPEWRITER RIBBONS. 
THE IDEAL COMPANION TO FLAGSHIP CARBON. 


ALLIEN 


165 DUANE STREET 
CARBONS & RIBBONS 


January, 1946 
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ALLIED CARBON AND RIBBON MANUFACTURING CORPORATION 


NEW YORK 13, N. Y. 


Manufacturers of quality carbon papers and inked ribbons for 38 years 
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FORM W-2, 1946 


WITHHOLDING TAX STATEMENT 


COMPARE 


BEFORE YOU PURCHASE THIS IMPORTANT FORM FOR 1946, SEND FOR SAMPLES 
AND PRICES OF THE PREFIXT INTERLEAVED CARBON SETS 


COMPARE THE PREFIXT SETS WITH THE FORMS YOU ARE NOW USING 


WINDOW ENVELOPES THAT COMPLY WITH POSTAL REGULATIONS AND ESPECIALLY DESIGNED 
FOR PREFIXT SETS, CAN BE FURNISHED 


THOUSANDS OF PAYROLL DEPARTMENTS ALL OVER THE COUNTRY HAVE FOUND THAT PRE. 
FIXT SETS AND ENVELOPES MINIMIZE THE LABOR OF PREPARING AND DISTRIBUTING FORM W-2. 


SEND FOR SAMPLES AND PRICES TODAY 
COMMERCIAL SYSTEMS & FORMS CO. 


131 STATE ST. BOSTON 9, MASS. 


5 mmo RUBBER COMPANY, INC. 
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COMING SOON 


"WORLD'S FINEST STAPLER” 


Arrer a lapse of three years the new Aceliner, the finest of all 
stapling machines, makes its appearance again. We at Ace are tax- 
ing our production facilities to the utmost to give dealers and con- 
sumers every Aceliner it is possible to make. To those who have 
waited so patiently this announcement will be most gratifying. But, 
to replenish dealers’ depleted stocks will require time. So, please 
bear with us until sufficient quantities are available. 

The popularity of the Aceliner is well deserved for it is the 
most beautiful, practical, durable and efficient stapler ever built... 
the only stapler that staples, tacks, pins and hand fastens. In fact 
it does the work of four machines. Its streamline design fits the 
hand perfectly. There’s a choice of four attractive colors: Red, 
Green, Brown and Black. The Aceliner is precision built like a 
watch, from the highest grade steel, by skilled workmen. It is so 
sturdy it will give a lifetime of dependable service. 


ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE + CHICAGO 
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do- 
STAR PERFORMANCE 


Typists who take pride in their work thrill 
to the new Codo CLEARTEX. The fine tex- 
ture fabric, high ink concentration and ex- 
tra length make possible a consistent excell- 
ence that brings compliments. 


Codo SUPER-TREATED, SUPER KOTE and 
KEEN RITE are all headliners in giving car- 


bon copy satisfaction. They give clean, 
sharp impressions for that extra number of 
copies. Five year guarantee against de- 
terioration. 


The famous patented “Carbon 

32 id Gripper’ backing sheet in every 

‘ eS box of Codo Super-Treated, Super 
. : -— = _ Kote and Keen Rite. 


Factory: Coraopolis, Pa. 


| George C. Brainard Elected as 
President of Addressograph-Multigraph 
The board of directors of Addressograph-Multigray 
Corp., Cleveland, Ohio, have elected George C. Braina 
president and general manager to succeed Joseph E. Roge 
who continues as chairman of the executive committee ap 
a member of the board of directors. 
Simultaneously, it was announced that Mr. Brainard ha) 
resigned as president of General Fireproofing Co., bee 
town, Ohio, a position which he held from 1928 to dat 


George C. Brainard Joseph E. Rogers 


He was on leave of absence from the company from 1942 to 
1944 in Government service. He will continue as a member | 
of the company’s board of directors. 

The Addressograph-Multigraph board action was an- 
nounced as a step designed to increase the company’s man- 
agement facilities in anticipation of greatly enlarged post- 
| war activity by the company in the business simplification — 
|machinery fields. Mr. Brainard’s appointment had been con- 
| templated for some time and marks an important step 
| increasing the company’s organizational strength. 

The new Addressograph-Multigraph president is chairman 
_of the board of the Federal Reserve Bank of Cleveland, a 
director of Youngstown Sheet & Tube Co., Pittsburg! 
Youngstown & Ashtabula Railroad, and Youngstown Munici- 
pal Railway. He has also been a director of Addressograph- 
Multigraph for several years and has been active in the ! 
formulation of the company’s post-war production plans. 

While on leave of absence from General Fireproofing, 
Mr. Brainard was chief of the tools branch of the production 
division and later deputy director of the production division 
and director of the tools division of the War Production 
Board. He was also a member of the advisory board of the 
Cleveland Ordnance District. Mr. Brainard gained his initial ! 
war experience as early as 1918, as a staff expert with the 
Production Division of the Ordnance Department of the 
U. S. Army, where he was in charge of shell forgings. In 
1940 he was appointed assistant district chief of the Cleve- 
land Ordnance District. — 

He also served as coordinator of the National Defense 
Contract Service in the office of Production Management of 
the Fourth Federal Reserve District in 1941. 

Mr. Brainard was born in Danvers, Mass., in 1885, attended 
Northwestern University and studied mechanical engineer- 
ing at Cornell University. He began his industrial career as 
an engineer with R. B. McMullen in Chicago in 1909 and in 
1914 became associated with Hydraulic Pressed Steel Co. as 
a sales engineer. His rise was rapid as he became, in turn, 
chief engineer, factory manager, and general manager. 

Mr. Rogers was born in Barrie, Canada. His career began 
as a salesman for Kalamazoo Cycle Co. In 1902, he became 
sales agent for National Cash Register Co. In 1909, he was 
appointed assistant general sales manager of that company. 
From 1915 to 1926, he was vice-president of International 
Business Machines Co. In 1926, he became president of 
Addressograph-Multigraph, president of Addressograph- 
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| 2 _ Handy shape forver- Soft gray texture, 
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NEW ENGLAND PAPER PUNCH CO., 95 Washington Ave., Natick, Mass. 
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“a QUICK, ACcuR, TE, FUSS.F REE PUNCHING OF Sue ETS FOR 3-RING BINDERS | 
“CLIX,” the Modern 3.4. ch, is back from its Wartime job, improveg in design and ©OMStruction, Thousand, 
Used by Treasy r Corps. Punches Gll three holes on Sheets fo, Standarg 3-ring binders ing Single 
“squeeze.” No 9auges to Set; no Places to Mark, Fits briefcase Or desk drawer, 
: Sheets cre Punched instantly ++. all three holes ot one time, clean and [curate A 
- Eg i [ boon to Offices banks, insurance Companies, ete. “Clix” retails ot $3.25, Pre-wor Price, 
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NATIONAL'S 


ee a 


A REAL 


Quality 


5c PENCIL 


* 


BEAUTIFULLY 
PACKAGED 


Shytint 


THIN LEAD 
COLORED 
PENCILS 


» ee iZ recessed ohends 


* 


BEAUTIFULLY 
PACKAGED 


NATIONAL'S 


e Free Sample Sent Upon Request 


NATIONAL PENCIL CO. 


SHELBYVILLE, TENN. 
NEW YORK 220 FIFTH AVENUE 
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AMERICA’S LARGEST 


Removes ink faster, better and 
cleaner under all conditions. Resur- 
faces paper to permit rewriting with- 
out feather-edging.. 

Only a double-duty eraser will 
remove colored inks (done by revers- 
ing directions). 

Also removes fruit, coffee, tobacco 


or wine stains from all linen, lace 
and other fabrics. 


Attractively, conveniently packed in 
durable, lithographed metal contain- 
ers for all desk use. 


Sanford’s “Double-Duty” Ink Eraser 
is preferred the country over for its 


fast, efficient action. Order San- 
ford’s today from your stationery 
supply house. 


SANFORD 


INK COMPANY 


Chicago 7 
New York 12 


4 : Soae fe a ‘ Bie Y 
y eeS oor Pees oe Bid 24 
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Tubular Edge \nsertable 
INDEX TABBING 


== It’s the 
J, Original 
cD 


New Colorful Package 
AICO-GRIP is 


the strongest tabbing available. 
Heavier gauge cellulose . . . will not 
erack or warp. 


More convenient to use and apply. 
More durable in action. 
Individually wrapped in Cellophane. 


The original tubular edge tabbing, 
making it possible to insert titles 
quickly and easily. 


Aico Products sold only through 


stationers. 


AICO-GRIP TABBING 
LOOSE LEAF INDEXES 
DESK PADS 

CELLULOSE SPECIALTIES 
PROTECTIVE HOLDERS 


“G.9. Aiquer Company 


503 S. JEFFERSON ST., CHICAGO 7, ILL. 
WORLD'S LEADING MANUFACTURERS OF INDEXES AND INDEX TABBING 
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BERNARD 


OFFICE NECESSITIES 


Again the famous BERNARD office 
necessities are available — prewar 
gleaming nickel finish — same fine 
quality that has made BERNARD 
stationery tools a profitable line in 
the trade for years. Order from 
your jobber today for earliest pos- 
sible delivery. 


loose Leaf Vacuum Punch No. 2600 
Standard Dies—1/8’’, 3/16", 1/4”. 
Light, strong, stationary stripper 
spring, duplex control stops, nickel 
plated and polished, reach 1 1/16”, 


Staple Remover No. 150 
Works like a charm, 
without damaging paper. 
Fits all sizes of staples. 
Spring action, nickel 
plated and polished. 


“Triumph” Official Eyelet Punch 

No. 160 A precision-built tool. 

Twin spring action. Parallel 

jaws. Compound leverage. 

Adjustable gauge. Opens 

and strips quickly. Nickel 
plated and polished. 


These are only three of the many famous BERNARD 
stationery tools. Send for complete catalogue which gives 
all numbers, all details. Use coupon below. 


W" SCHOLLHORN COMPANY 
“Quality Tools Since 1870” 


ee oe a ee ee ee ee a 


, Wm. Schollhorn Company, | 
3001 Chapel St., New Haven 9, Conan. 1 

I Sirs: Please send me your catalogue of stationery tools. | 
I 

PR ss 56, ynendesinkwsnetdaenssenes dhdtnteuseendcanaien I 
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= Ever see a 
"POINT OF VIEW’ 
E Influence Filing — 


Patent No. 
2248355 and D 128118 


Supplying a filing department today with the 
correct “point of view” is merely a matter of in- 
stalling the right filing supplies. It’s as simple as 
that when DURABILITY Filing Supplies accom- 
panied by Barkley Tabs are put on the job. 
Barkley Tabs . . . Crystal clear colors, smooth 
contour plastic surfaces make filing easier and 
smoother. So for a new slant on filing get ac- 
quainted with Barkley tabs and MAGNIFIED 
VISIBILITY .. . ANGLED VISION. 


It is with great pleasure that we mark our 25th 
year in business. We take this opportunity of 
thanking our host of friends for the many years 
which have been filled with such pleasant business 
memories. 


CL. BARKLEY & CO. 


Manufacturers of Filing Supple 
JEFFERSON STREET 
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Multigraph Co. of Canada, and chairman of the executive 
committee of Addressograph-Multigraph Corp. 

Other officers of the company include Charles R. Battin, 
vice-president and treasurer; David E. White, vice-president; 
Henry C. Osborn, vice-president and consulting engineer; 
J. B. Ward, vice-president in charge of domestic distribu- 
tion; Albert R. Porter, vice-president and managing director, 
Addressograph-Multigraph, Ltd., London, England; W. H. 
Casson, works manager; and L. F. Mitchell, manager of 
engineering. 


Education and Business 


Cooperative education and apprentice training were dis- 
cussed at the January 14th meeting of the Transcription 
Supervisors’ Association of New York, held in the Skyline 
Room of the Hotel Sheraton, New York. 

Miss Grace Brennan of the New York City Board of 
Education spoke on the cooperative training program in 
force in a number of New York high schools. Under this 
program students in the last years of high school combine 
actual business training with academic work. The students 
work for a week and attend school the next week. Accord- 
ing to Miss Brennan, the students, labor, and managemnt 
are finding this program a very worthwhile one. 

J. S. Wiltse of the Johns-Manville Corp., New York, dis- 
cussed apprentice training. He described the training pro- 
gram his company uses, under which a selected group of 
high school graduates are sent to Johns Manville training 
schools. Another group selected as potential business ad- 
ministrators are given a four-year college course by the 
company. Their college work is combined with special 
instruction under Johns Manville supervisors. A discussion 
period followed each talk. 


New Purchasing Manager 

The Texas Co., New York, has announced the appoint- 
ment of Robert S. Hatch as manager of the company’s 
purchasing department. Mr. Hatch, who has been with the 
company since 1927, succeeds Greer W. Orton, who becomes 
assistant to the president. 


New Purchasing Director for Burry 

The Burry Biscuit Corp., Elizabeth, N. J., and Chicago, 
has appointed William R. Maris as the director of purchases. 
Mr. Maris recently retired from the army as a colonel. He 
will supervise the buying activities of all Burry divisions 
and subsidiaries. He succeeds Gustav A. S. Nelson who has 
been named vice-president and general manager of Burry’s 
newly formed subsidiary, Margaret Moffat, Inc. 


Evening Vari-Typer Course Offered 

The Ralph C. Coxhead Corp., 333 Ave. of the Americas, 
New York, has announced that its evening Vari-Typer 
course has proven so successful, and the company has 
received so many requests for more classes, that it has 
decided to continue its evening classes. 

As in the course now nearing completion, the new classes 
to start on January 15th will give thorough training in every 
phase of Vari-Typer operation. Layout and form design, 
preparation of master copy for stencils, photo-offset, ditto, 
blueprints, paper, and metal plate work will be taught. 
Students may receive specialized training to cover the special 
needs of an organization. The new classes will extend over 
a period of twelve weeks, two sessions weekly, on Tuesdays 
and Thursdays from 6:30 to 9:00 p.m. 

The fee for the course, including extra practice periods, 
is $50. Companies interested should contact the training 
division of the company. 
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EVERY FIRM IS A PROSPECT FOR 
CROWN LINE DATERS 


and Every consumer knows well the reputation 
of "CROWN" Line Daters—the modern, stream- 
lined daters—designed for Clarity, Efficiency 
and Speed! Every dealer is SOLD too—when 
good CROWN profits are assured. 


Outstanding features of CROWN 
line daters are: 


Substantial metal frames heavily 
nickel-plated. 


Sturdy bridges and axles. 


Bands firmly gripped by knurled 
aluminum rolls—affording easy 


You GIVE and GET {; 
. adjustment. 


more with "CROWN" 


Line Daters! 
Deeply moulded bands — giving 


clean-cut impressions. 


R. A. STEWART CO. Inc. 


80 Duane Street New York 7, N. Y. 


TRAGOE MARK REGHSTERE DOD 


It’s here! 


The Rubber Band ie trade has 
been waiting for with NATURAL 
RUBBER added. 


Write on Company sta- 
tionery for liberal samples 


PENCER RUBBER PRODUCTS COMPANY 
| —Aanafetinns § LacliGy Rebbe Ban 


They t€ Goud. IF THEY ARE imi | 


- 
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PRECISION TOOLS 
for 1946 BUSINESS! 


Operating efficiency in the business office during 
1946 will depend more than ever on time-, 
labor-, and mistake-saving equipment. Cesco 
is ready to help you as usual with a full line 
of items scientifically designed to make business 
operations more efficient. How many of the 
following precision business are you using? 


VISIBLE RECORD BOOKS 


For Sales and Prospect Records, Inventory and 

Stock Control, Purchase Records. Many stock 

ome available. Automatic and Non-Shift 
“ 


SOCIAL SECURITY RECORDS 


An up-to-date series of forms for most every 
size business. Subsidiary records for personnel 
and classification changes. 


TRANSFER BINDERS 


Automatic Transfers, Slotted Lock, Solid Post 
and Threaded Post Transfers . . . every sort of 
Transfer Binder for temporary, semi-permanent 
and permanent use. 


PAY ROLL RECORDS 


Forms suitable for any requirement of any size 
business. Complete outfits . . . many unique 
designs. 


Useful, Profitable Literature Available 


Send today for descriptive catalogs and informa- 


tive booklets. On Cesco Line of business aids. 
They should be in the hands of every person 
interested in efficient office management. 


The C-€- SHEPPARD CO. 


** 44-07 21: Street.» LONG ISLAND CITY, N.Y+> 
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They are people 

(From page 36) 
This was the case with Mr. Stafford, the new office manager, 
who pondered the headaches his head bookkeeper, Bill, was 
giving him. For three years Bill had had an excellent rec- 
ord with the company and was as fine a fellow as you would 
want to have in an office. Shortly after Mr. Stafford took 
over his supervision, Bill started to slip. His work fell off 
and he arrived at his desk later and later each morning. 
Mr. Stafford had a friendly talk with him, explained the 
importance of his work, the necessity of reporting to work 
promptly. 

The following day, Bill didn’t show up at all and he con- 
tinued to come in at irregular hours. Mr. Stafford was mak- 
ing a special effort to improve the attendance record of his 
department and succeeded, except for Bill—he was the only 
holdout. They had another talk. Bill’s excuses were trans- 
parently guarded and uncandid. 

Finally, Mr. Stafford and Bill’s old boss, who had been pro- 
moted to a vice-presidency, got together on the problem. 
The V.P. saw Bill and the truth came out. Bill had great 
loyalty to his old boss, resented it when Mr. Stafford was 
brought in. He had no way of openly or safely expressing 
his antagonism, and he had nothing against Mr. Stafford per- 
sonally. His basic feeling was that he couldn’t retain his 
loyalty to his old boss, at the same time serve one whom 
he felt an interloper. His protest was unconscious, but was 
reflected in defying Mr. Stafford by failing to report for 
work on time. 

Now the three of them sat down together; Mr. Stafford 
appealed to Bill on the basis of his need for an experienced 
person, one on whom he could depend. The V.P. made it 
clear that Bill’s job was even more important now, just as 
was his own. Amicable feelings were restored all around. 
By his own free choice, now that Bill has nothing to protest 
against, he has willingly resumed his old habits of prompt- 
ness and diligence. 


People don't work for money 


Many supervisors are convinced that working people are 
interested only in how much they are paid. Are office people 
paid enough? Some employers say they are not, that the 
white collar worker has gotten the small end of the deal. 

“We can’t expect to attract the calibre of people we want 
with the wage scale we have,” say some employers. 

Others tell me that in spite of a salary range above that for 
corresponding work in similar organizations, they are not 
satisfied with the results accomplished by their people. Do 
low wages preclude efficiency? Do high wages insure it? 

Daily in my office I talk with people who want jobs. Do 
they demand a certain fixed salary? Yes, sometimes they do. 
Is this their first consideration; if not, what is? A labor 
leader was asked what it really was his people wanted. He 
answered with one word, “More.” 

Did he mean “more” money? Is financial security the 
chief incentive to people in choosing jobs and being suc- 
cessful in them? These questions might be answered affirm- 
atively if one were convinced by surface values and snap 
judgment. This is the popular concept. But is it the true 
one? 

At least fifteen years ago, the now famous Hawthorne 
Studies proved conclusively that people produced more when 
they were noticed, appreciated, and taken into account as 
human beings than they did as the result of improvement in 
their material standard. Though these findings have been 
scientifically substantiated many times since, the thought 
is still prevalent in the minds of many employers that the 
only thing the employee really wants is a bigger pay-check. 

In addition to the objective evidence, each of us can find 
an instance in our own experience when we have been will- 
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IT PAYS TO HANDLE TEMPO 


—the COMPLETE line of 
Duplicating Supplies! 


@ STENCILS (the most complete line with and 
without film) 


e INKS 

e MACHINES 

@ SUPPLIES (Complete Accessories) 

Highest quality standards assure customer satis- 
faction. Generous profit margin to dealers. Free 
literature for distribution to customers. All 


products we make are sold only under our own 
brand names. We sell only through dealers. 


Write for catalog and price list 


MILO HARDING COMPANY 


432 West Pico Boulevard, Los Angeles 15 
317 Third Avenue, Pittsburgh 22 


\ 


ey} STE " 


Above: Small size, for models 3V, Above: Large size, for models 6V, 7V, 8V, 
4V, or 5V. With or without knobs. °¥- OV, 11V. With or without knobs. 


Right: Intermediate bar for u 

additional extendibility of —_ 

either size above. 

SS SSS SSS ss eee 
Above: One intermediate bar extends any Kleradesk one 
to five compartments more than original capacity. Sev- 
eral intermediate bars may be added, if desired. 

Sn cence emeanaa 


Extendible Steel Bars 


for the steeless 


KLERADESK by Sengbusch 


...adding greater capacity to 
your present steeless Kleradesks 
-+. providing greater utility from the 
new steeless Kleradesks you buy 


Flexibility that permits any number of plainly indexed 
compartments—that’s the big advantage in having a 
steeless Kleradesk with Extendible Steel Bar and plastic 
knobs. Now—more than ever—your employees appre- 
ciate the convenience of Kleradesk, in handling paper- 
work without confusion or disorder. © Extendible Steel 
Bars—to replace wood assembly rods and porcelain 
knobs in the steeless Kleradesks you now own—are 
available from your stationer, for additional expandi- 
bility. They are also standard parts of steeless Klera- 
desks now being sold. © Added to the utility, durability, 
and pleasing appearance of Kleradesk, this new feature 
further enchances Kleradesks’ reputation as one of the 
greatest aids to desk workers. @ Order from your 
stationer now. Write for circular. 


Sengbusch Self-Closing Inkstand Co. 


216 Sengbusch Bldg. Milwaukee 3, Wisconsin 
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The 
REX-O-Graph 
Fluid Type Duplicator 

and Supplies 


Working hand in hand to provide perfect dupli- 
cation, the REX-O-Graph Fluid Type Duplicator 
and Supplies produce invariable outstanding results. 
REX-O-Graph Supplies include Carbon Paper, 
Spirit Master Paper, Duplicator Fluid, Correction 
Pencils and Plates, Backing Sheets, Cleansing 
Cream. 


Used with the accurate, efficient REX-O-Graph 
Fluid Type Duplicator and its 100% Roller Mois- 
tener, you are sure of longer runs of more brilliant 
and perfect copies. 


Your dealer can serve you with REX-O-Graph 
Duplicators and Supplies. Or write for detailed 
information. 


Dealer inquiries invited—excellent territories still 
available. 


REX-0-graph 7 4,\nc. 


3739 North Palmer Street 
Milwaukee 12, Wisconsin 


i Fluid Duplicators-and Supplies for Superior Results 
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ing to take a salary cut to do the kind of work we liked or 
that we felt was important, or to get a certain kind of 
experience. 

If people work only for money, how do we explain the 
numbers of people who spend hours and energy in volunteer 
work on projects close to their hearts? Not many people 
would be interested in a hangman’s job, at any salary. What 
of those who reach retirement age at full pension and prefer 
not to retire Are these working for money? 

If a case could be made for money as the primary motive 
for work, how much of that drive may be related to the 
need for recognition, the prestige value of a certain income, 
or as tangible evidence of how the individual feels his su- 
periors regard him? 

Someone has said that what the employee really wants is a 
pat on the back, his name on his desk, and a little red rug 
under the desk. This is known in some personnel circles as 
“The Little Red Rug Theory.” Whatever the superficiality 
of such a judgment, it seems apparent that neither the 
amount of the pay-check, nor its buying power can be con- 
sidered the sole criterion of human satisfaction. It is well 
within the realm of possibility that it is not even an impor- 
tant consideration. 


What is important? 


When I started my career in the personnel field, an indus- 
trial relations director gave me a bit of advice which I 
have never forgotten. It was this: 

“When an employee is unsatisfactory, ask yourself two 
questions: 

1. Does he know how to do the job? 

2. Does he want to do the job?” 

When a person does not know how to do the job, it may be 
that he lacks the basic aptitudes or the physical or mental 
equipment suited to it. If it is found that he possesses these 
and still does not function well, training may be indicated. 
We are concerned here, however, with, “Does he want to do 
the job.” 

Where is the friction point? 


What is the supervisor to do when he finds himself with an 
employee who doesn’t seem to give a damn. The manager 
of a large department store tells me that the most serious 
difficulty he has in trying to carry out his job is a staff of girls 
“with no sense of responsibility. 

“They don’t do a real day’s work. They make mistakes 
and don’t care. They act as though it were a lark or a bore 
and they don’t give a damn.” 

Work piles up, the flow of work is interrupted, errors are 
made, judgment seems non-existent, team work frays off at 
the edges, and costs soar along with the supervisor’s temper. 

“Why can’t I get a secretary worth her salt?” “Why won’t 
clerks put in an honest day’s work?” “My stenographer is 
all right when she is here, but she stays out whenever she 
feels like it.” “You can’t depend on young people today.” 

One gathers that the standard of efficiency and depend- 
ability are not what they should be and certainly not what 
they used to be. These are common expressions of office 
difficulties which are poured into my ears daily. 


What Can Be Done? 


If we can agree that everyone is amenable to some im- 
pulse, should not the supervisor, instead of being critical of 
those lacking the same standards and judgment he himself 
possesses, ask himself the question: By what methods have 
I tried to achieve success in my dealings with those for whom 
I am responsible? 

The machines in our offices are periodically checked and 
cared for. Inventories are matters of accurate record. The 
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For the best audience in the world 
—the best drawing ink in the world 


HIGGINS 


Milton Caniff, whose ‘Miss Lace” won the 
hearts of fighting men all over the world, 
calls the American GI “the best audience 
in the world.” 

Whatever your audience, you'll reach it 
best—express yourself most accurately — 
with the medium of master artists and 
draftsmen — Higgins American Drawing 
Inks. Higgins Inks give you control and pre- 
cision right down the line — control of pur- 
pose, control of technique — assuring 
you unequaled facility of use. 


TRE ITERNATIONAL STANDARD 
CF CXCELLENCE 


Sit-cz 1880 


mene = = ao 


HIGGINS INK €0., INC. 


) 271 NINTH ST. BROOKLYN 15, N. Y.— 
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-TAGS wk LABELS *& PIN TIC 
SOLD BY LEADING STATIONERS 


the J LMAY COMPANY 


IO9 WEST 19TH ST., NEW YORK, N. Y. | 
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now, as always, to give you the 
finest in a complete range of 
professional and school drawing 


and drafting devices. Count on 
C-Thru to give you delivery— 
ON TIME! Count on C-Thru, 
' too, for NEW engineering and 
drafting devices — Watch FOR 


THEM. 
CASH IN on C-THRU 4 


leadership 


C- THRU 
Spee-Dotter 


8" or 12" e 


gives dotted lines in~ 
a split second 


Revolutionary timesaver, and it’s being used by 
thousands all over the world, that speeds the 
work of draughtsmen, architects, engineers, artists, 
and others. Has interchangeable refills that pro- 
duce even dotted lines, dash and dot, or dash 
and two dots. 


C-THRU Slide Rule 


A 6 inch precision made instrument, this all 
plastic slide rule, with both inch and metric 
scales. 


Price 50c 


Write for complete FREE C-THRU Catalog 


RULERS + TRIANGLES + NAVIGATIONAL INSTRUMENTS + STENCILS - PROTRACTORS - OTHER DEVICES 


HARTFORD, c 


financial statement of a company is scrutinized. Physical 
and organizational factors are analyzed to insure efficiency. 

What about the people? Might it not be quite as fruitful 
to assess the attitudes and orientation of the human beings 
in our organizations? Technical aids are useful, but the form 
of an evaluation is purposeless without a genuine, spontane- 
ous understanding and application of total human drives. 

A plant manager who understood very clearly the impli- 
cations of the attitudes of his employees, rejected a formal 
merit rating plan as completely artificial. It did not have, to 
him, the significance of his daily rounds of his plant, during 
which he spoke to each member of his staff in the manner 
of a doctor checking the welfare of his patients. His people 
and how they thought were a very real part of his organi- 
zation. 

While it is not possible here to cover all the field of the 
motivations of human beings and how they may be applied 
to an office situation, the following may be suggestive: 

1. The content of the job must be consistent with the life 
direction of the person who does the job. (A ballet dancer 
mind is not ideal for typewriter operation.) 

2. To adjust well, a person must not have too many or too 
few aptitudes for the job. (An experienced woman with a 
high degree of intelligence cussed audibly and threw things 
when put on a hack typing job.) 

3. A worker must feel that what he is doing has some 
significance. (Bill was on the same job, but it seemed less 
important to him.) 

4. There must be a chance to grow. (Dead-end jobs 
stultify, errors result.) 

5. The tempo of the individual should be considered. 
(Man is not geared to machine rhythm.) 

6. There must be an affinity of workers—a fitting into the 
social situation of the particular group. (“I can’t stand this 
bunch of gum chewers.” “They are all a bunch of snobs.”) 

7. An employee must know what his work is for (“All I 
do is make out the blue copy,” vs., “I am in charge of the 
|delivery schedule”). 

Special attention to the art of human relations is par- 
ticularly necessary for the office worker, since he is more 
limited than are those in other fields in one vital aspect. 
|He does not have the satisfaction of seeing, touching, count- 
ing what he has produced or serviced. Records are but 
shadow forms of tangible production. When he does not 
know what his records accomplish, he is unable to relate 
them to something he considers “real.” When he does not 
know how his work relates to the whole, he can’t be expected 
|to take any vital interest in the whole organization. 


People don't leave themselves at home 


People cannot be cut up as a pie is divided into sections; 
part Jane Doe, clerk; part daughter in a family; part Joe’s 
fiancee; or whatever. She is simply Jane Doe with all her 
abilities and attributes. I remember offending deeply a per- 
son to whom I referred in his presence as “my tennis 
friend.” He sensed and quite rightly resented my attempt to 
dismember his total personality. Our skills and our basic 
humanness are inseparable. 
| It is easy to label a person lazy, stupid, uncooperative. It 
| will not be so simple to discover the reasons for these out- 
ward signs of defficulty of adjustment. But at should be 
done if we hope to achieve the results we want. We may be 
sure that we can come closer to a solution if we keep in 
mind that we are dealing with a complete human being, 
not a unit of production, not only head and hands, but the 
heart also. : 

Find the basic drive and we are on the trail of the whole 
human being who can produce good work and harmony in 
our officés. 
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Clear Print 


woon 
STAMP PADS 


Tests show double life of 
average pad, 


Will not warp or sag. 
Easy re-inking. 


Ink dries instantly on pa- 
per, but never within pad. 
Practically indestructible. 


The Plastic Backed 


NON SKID CARBON PAPER 


It’s Nev-R-Kurl—the carbon pa- 
per with the plastic back. Unlike 
other non-curl carbon papers 
Nev-R-Kurl has no wax to offset 
on feed rolls or platens—that 
causes slippage. Paper, copy 


sheets and carbons remain firm 
. . . don’t slip and slide in the 
typewriter. This is another of 
those exclusive Nev-R-Kurl fea- 
tures. 


NEV-R-KURL 


Will not curl, tree, wrinkle or 
smudge. 

Gives 35 to 50% more copies per 
sheet by actual tests. 


CARBON PAPER 


Universal adaptation—same sheet 
works on standard or noiseless type- 
en billing or bookkeeping ma- 
chines, 


Samples sent when requested 
on business letterhead. 


PROCESS CO., INC. 
192 MILL ST., ROCHESTER 4, W.Y. 
* PROTYPE 


L A. PHILLIPS, President TYPEWRITER 
RIBBON 


WA 
ven 


{BING CHAO 
cut WITH 


S_ ae 
Frrw1-No 


Top efficiency offices know the time- 

saving and fatigue-eliminating value of 

A Error-No line-by-line copyholders. 

a all Many office executives have said, “Wéith- 

fl! out Error-No we don’t know how our typists could cope 

with the stacks of reports and forms we have to get out.” 

Because of its all-steel, silent, vibrationless, quality 
construction Error-No stands up under constant use. 

Some Error-Nos are being shipped now. Only ma- 

terial limitations prevent us from shipping in quantity. 


CLEAR-PRINT 
WOOD STAMP PADS 


CIVISION OF 


Hall-Welter Co. 


ROCHESTER 7, N.Y. 


Many inquiries have been re- 
ceived about SPEEDRITE, 
the check writer so often 
seen in leading banks, in- 
surance and business offices. 
Some territories are open in 
which sales franchises will be 
granted to dealers. 
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OFFICE LAYOUTS 


Installations © Analysis a 
and 
1. Organization 3. Personnel 
2. Procedures 4. Space and Equipment 
5. Control 


KENNETH H. RIPNEN CO., INC. renders— 


A. All the above five services when you wish to establish your own space 
and equipment section OR 


B. Acts as your space and equipment section and surveys your cor- 
porations for other administrative installation to carry through to 
completion the solution of any office layout problem. 


Write for Our Free Pamphlet "Office Layouts" 


KENNETH H. RIPNEN COMPANY 
INCORPORATED 


Office Layouts, Warehouses and Factories 
101 Park Avenue, New York City 
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IT’S THE | 
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ENVELOPE... 


It’s the envelope that delivers a catalog, 
price list, or booklet along with a first class 
letter in one package. Available in eight 


Spal weong vpaplepeak QUALITY PARK 

for the coming “new catalog season.” QUALITY PRODUCTS 
Quality Park’s LEATHEROID 

TWO COMPARTMENT ENVELOPE BLUE LINE AIR MAIL 


BANKER’S FLAP 
AIRWAY EXPRESS 
EXECUTIVE DESK FILES 


QIU TANLU WT ay APJANR AK 


ENVELOPE COMPANY *# 


General Office and Factory Chicago Office and Warehouse 
564 W. Monroe Street — 
‘St.Paul 4, Minnesota 
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for QUALITY of PAPER 
and ACCURACY insist on 


@ WOUND HARD & TRUE 


@ BRUSHED FREE OF LINT 
@ RED SIGNAL MARKED 


PLEASE WRITE FOR 
| SAMPLE 
| MENTIONING STATIONER’S NAME 


f @UALITY STANDARDS ARE QUICKLY RECOGNIZED 
buy America’s Finest! 


“HY GRADE” 


* 


*T. M. REG, U, S, PAT. OFFICE 
GUALITY AND PRECISION 


ADDING 
MACHINE 
ROLLS 


also CANARY Teletype ROLLS 


. HYMAN & SONS 
PAPER MERCHANTS _ 
102 Prince St., New York 12, N.Y. 


46th YEAR OF DEPENDABLE SERVICE 


The same fine machine techniques which 
qualified AUTOMATIC for ammunition 
manufacture . . . will soon be utilized in 
full swing again in the Peacetime Produc- 
tion of Sharpeners. 

There are now no restrictions regarding 
the manufacture of pencil sharpeners. As 
rapidly as availability of labor and mate- 
rials permits, production will increase. 
For the time being only Dexters and Giants 
are available. Your generous cooperation 
in awaiting “full line’’ production is most 
appreciated. 


Division of Spengler-Loomis Mfg. Co. 


;, Caen ° ° 
re ren Automatic Pencil Sharpener Co. 
tit 58 E. Washington St., Chicago 2 
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We're just about ready with the most at- 


tractive and modern line of Lamps and 


Fixtures you've ever seen. 


New designs have been flowing off the 
drafting boards . . . tools and dies are 
being rushed to the production lines. . . 
and soon, very soon, we'll be ready with 
new model desk lamps, floor lamps and 
clamp-on lamps in both incandescent and 
fluorescent . including special de- 


signs for the “Circline” and “Slimline” 


fluorescents. 


Meanwhile, partial shipments are being 
made of items described in our No. 47 
catalog. As production increases from 
week to week, shipments will go forward 
more promptly and in greater volume. 
See your local station for the No. 47 Flyer 
Catalog. If you don’t have your copy, 


write for it today. 


: “a aries Mfg. Co., Decatur, II. 


PIONEERS IN LIGHTING EQUIPMENT SINCE 1880 
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General Fireproofing's New President 

The board of directors of the General Fireproof 
Co., Youngstown, Ohio, manufacturer of metal furniture, }, 
announced that Walter Bender became the company’s preg 
dent on January 1st. He succeeds George C. Brainard yw 


Walter Bender 


has just been elected president and general manager ¢ 
Addressograph-Multigraph. 

Mr. Bender has been connected with the company sing 
1918 when he was a clerk in the office of plant superin 
tendent. Through the years he became head of the timd’ 
study department, manager of shipping and warchouty 
and production manager. In 1928 he was named gen 
superintendent and in 1936 vice-president in charge of opera. 
tions. This position he now leaves to take the presidency 

Mr. Bender is treasurer of the Youngstown Y.M.C.A. 
vice-president of the Associated Hospital Service in the 
area. He is a director of the First Federal Savings & 
Association, the Youngstown & Southern Railway Co., 
Youngstown College. 

Under his management the same policies which Mr 
Brainard carried out will continue. The same experience 
executive staff will assist him. Other officers are E. A 
Purcell, vice-president in charge of purchases, W. D. 
Skinner, secretary and treasurer, and D. K. Phillips, comp- 
troller. Factory operations will be under the "he wil 


Leon B. McCarthy, general superintendent, and he will 
assisted by John P. Huestis, production manager, and A. H 
Anderson, assistant general manager. 


Transfers to Pacific Coast 
McKinsey & Co., management consultants, have a 
nounced that John G. Neukom, a principal in the firm, has 
transferred to the Pacific Coast office of the company at 
Montgomery St., San Francisco, Calif. Mr. Neukom special- 
izes in marketing and organization. 
The firm has two other offices at 60 East 42nd St., New 
York, and 75 Federal St., Boston. 


Purchases Manufacturing Company 
Gus Rutherford, president of the Rutherford Dupli- 
cator Co., Houston, Tex., announced recently that he h 
purchased the PAC Manufacturing Co., Terre Haute, Ind. 
makers of the pioneer plastic duplicator, designed by Petzol 
of General Electric. 
The PAC Duplicard may be used for printing postcards, 
price lists, shipping tags, package labels, reference cards, 
packing lists, package inserts; for imprinting advertisin 
folders, and for hundreds of other small forms jobs. 

The Rutherford Duplicator Company is well kno 
throughout the United States and in foreign countries, hav 
ing served duplicator and duplicator supply users for mo 
than 20 years. 

Mr. Rutherford said that the PAC Duplicator and othe 
duplicator equipment and supplies will be manufactured in 
the company’s new quarters which will be erected soon on 
Waugh Drive at Buffalo in Houston. The company is now 
at 1215 Prairie Ave., where it has been for the past 12 years. 


January, 1 
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finest checking and f 
marking crayon made! 


WASHABLE SILK CRAYON 


4 MACrT we vam 


= 


TAONAL 40.29 


MARO LUMBER CRAYON 
MART IN USA 


2D LUuMmsEn 


a 


MADE IN USA. 


STAONAL bo. 2 


WATemenoor 


er STAGNAL 


a 


MADE HUSA. STAONAL wo ed 
WATERPROOF 


SPECIAL CRAYONS FOR EVERY USE 
AND EVERY KIND OF SURFACE 


There is a Staonal for marking Boxes, Crates, Bundles, Paper 
Parcels, Shipping Tags; for China, Glass, Cellulose, Plastics, Tin, 
Metal, Textiles, Leather, Wet and Dry Lumber, Rubber, Paper; 
Oily, Wet or Dry Surfaces; for use in Bowling Alleys. 


All are free from grit, waterproof and permanent, or washable, 
as required. Made in a wide variety of types, shapes and colors 
for every imaginable marking purpose. Packed one dozen sticks 
in a box, one gross in a container. 


Extensively used today in SHIPPING ROOMS, TANK PLANTS, 
RAILWAY SHOPS, MACHINE SHOPS, BOMBER PLANTS, 
SHIPYARDS, FACTORIES, LUMBER YARDS. 


No, 42 is the outstanding crayon among shipbuilders for a wide 
variety of uses. Size 5% x % in. 


New York 17, N. Y. 


January, 1946 
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Quality in General 
Pencils is clearly dis- 
cernible when put 
to the test. 


Strong, smooth, 
long - lasting Carbo- 
Weld leads and per- 
fect grading account 
for their great pop- 
ularity. 


Buy these Pencils at 
your local Stationer. 


_ Wictire Fine incite since (809 
General Pencil Company 
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We’re just about ready with the most at- 


tractive and modern line of Lamps and 


Fixtures you’ve ever seen. 


New designs have been flowing off the 
drafting boards . . . tools and dies are 
being rushed to the production lines. . . 
and soon, very soon, we'll be ready with 
new model desk lamps, floor lamps and 
clamp-on lamps in both incandescent and 
fluorescent . . . including special de- 


signs for the “Circline” and “Slimline” 


fluorescents. 


Meanwhile, partial shipments are being 
made of items described in our No. 47 
catalog. As production increases from 
week to week, shipments will go forward 
more promptly and in greater volume. 
See your local station for the No. 47 Flyer 
Catalog. If you don’t have your copy, 


write for it today. 


a aries Mfg. Co., Decatur, II. 


PIONEERS IN LIGHTING EQUIPMENT SINCE 1880 
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General Fireproofing's New President 

The board of directors of the General Fireproofing 
Co., Youngstown, Ohio, manufacturer of metal furniture, has 
announced that Walter Bender became the company’s presj. 
dent on January 1st. He succeeds George C. Brainard wh) 


Walter Bender 


te 


has just been elected president and general manager of 
Addressograph-Multigraph. 

Mr. Bender has been connected with the company since 
1918 when he was a clerk in the office of plant superin. 
tendent. 
study department, manager of shipping and warehousing, 
and production manager. In 1928 he was named general 
superintendent and in 1936 vice-president in charge of opera- 
tions. This position he now leaves to take the presidency, 

Mr. Bender is treasurer of the Youngstown Y.M.C.A. and 
vice-president of the Associated Hospital Service in the 
area. He is a director of the First Federal Savings & Loan 
Association, the Youngstown & Southern Railway Co., and; 
Youngstown College. 

Under his management the same policies which Mr. 
Brainard carried out will continue. The same experienced 
executive staff will assist him. Other officers are E. A 
Purcell, vice-president in charge of purchases, W. D, 
Skinner, secretary and treasurer, and D. K. Phillips, comp- 
troller. Factory operations will be under the direction of 
Leon B. McCarthy, general superintendent, and he will 
assisted by John P. Huestis, production manager, and A. H; 
Anderson, assistant general manager. 


Transfers to Pacific Coast 
McKinsey & Co., management consultants, have a 

nounced that John G. Neukom, a principal in the firm, ‘4 
transferred to the Pacific Coast office of the company at 
Montgomery St., San Francisco, Calif. Mr. Neukom special- 
izes in marketing and organization. 

The firm has two other offices at 60 East 42nd St., New 
York, and 75 Federal St., Boston. 


Purchases Manufacturing Company 

Gus Rutherford, president of the Rutherford Dupli- 
cator Co., Houston, Tex., announced recently that he 
purchased the PAC Manufacturing Co., Terre Haute, In 
makers of the pioneer plastic duplicator, designed by Petz 
of General Electric. 


The PAC Duplicard may be used for printing postcar 
price lists, shipping tags, package labels, reference ca 
packing lists, package inserts; for imprinting advertisi 
folders, and for hundreds of other small forms jobs. 

The Rutherford Duplicator Company is well kno 
throughout the United States and in foreign countries, hav: 
ing served duplicator and duplicator supply users for mo 
than 20 years. 

Mr. Rutherford said that the PAC Duplicator and o 
duplicator equipment and supplies will be manufactured i 
the company’s new quarters which will be erected soon 0 
Waugh Drive at Buffalo in Houston. The company is no 
at 1215 Prairie Ave., where it has been for the past 12 yea 
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finest checking and i 
marking crayon made! 


WASHABLE SILK CRAYON Wo0.295 


MACr we yaw 


MADE IN USA. 


_____STAONAL nao 


WaTemenoor 


pemrions PERMANENT 
. 
WIA MOT RUS OFF 


ui 


— woomoss STAONAL = 


SPECIAL CRAYONS FOR EVERY USE 
AND EVERY KIND OF SURFACE 


There is a Staonal for marking Boxes, Crates, Bundles, Paper 
Parcels, Shipping Tags; for China, Glass, Cellulose, Plastics, Tin, 
Metal, Textiles, Leather, ‘Wet and Dry Lumber, Rubber, Paper; 
Oily, Wet or Dry Surfaces; for use in Bowling Alleys. 


All are free from grit, waterproof and permanent, or washable, 
as required. Made in a wide variety of types, shapes and colors 
for every imaginable marking purpose. Packed one dozen sticks 
in a box, one gross in a container. 


Extensively used today in SHIPPING ROOMS, TANK PLANTS, 
RAILWAY SHOPS, MACHINE SHOPS, BOMBER PLANTS, 


SHIPYARDS, FACTORIES, LUMBER YARDS. 


No, 42 is the outstanding crayon among shipbuilders for a wide 
variety of uses. Size 54% x % in. 


BINNEY & SMITH CO. 


al East 42nd Street New York 17, N. Y. 


January, 1946 
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Quality in General 
Pencils is clearly dis- 
cernible when put 
to the test. 


Strong, smooth, 
long - lasting Carbo- 
Weld leads and per- 
fect grading account 
for their great pop- 
ularity. 


Buy these Pencils at 
your local Stationer. 


Se CARBO- WELD PENCILS 
eee 
“ woe Drawing. 2? igs oie 
; oo ~~ 


ia 


Lineal Pencil Company 


_ 67-73 FLEET STREET 
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JERSEY CITY 6,N.J.| 


79 


_ | : 7. .. - a Se le al OC Pr! 
ee fs = 2 Oo ae 
oe aa tg 2 oe >) an eet mes Seer Lage Sa a Rae See ies , a 
Res’ Sts Sager Ba MER Coy © LEI 5 RT BS <A gh 
: “GENERALS & 
whe jm si ‘ se 
he 
5 ie 
] & 
a : | 
5 =—| OS =n , : 
r of — MART IN USA TAONAL 48.29 yr — P x An 2 5 
Sing oe te co’ . 1 Boe 
= - a ges |\aawe: Se ‘ mi apes 
5 * te a ae Lal < a : 
ency, sii ie aad a : 2 ae o S at 
and . . = » ne > ; Le | inal >: a 
: rE 2 ee a 2b BL | 
_ zi a a _ * ER Baa Bo 9 
a ee a : 2 2 r he 
and, te See va : > .~ ae. 
need 5) ir S| e. 
. A a v3) ; : . sab 
} D. i od te , } 5 S £ ee 8 : 
omp- — : 2 $e oa E / x > ‘ 3 
| manere Tue) | ee ed 
ll ent «nee ec Ss } 7 = on 
Se "he Ee 
<a Nos STAONAL EE a 28 be | 
’ me ' " 
<== AA” BE an) ee 
an . ie a= ee eal 
=~ EE a ; 
t ’ z + [oO 9 ml ; 
me cle EL 
. : m eaS8 °\e 
i Be >| & at 
~ 7 nal 
“8Wiae co 
upli $ P j - 
‘Ib ° = aise E 
car oe eee ; O : Se 
ca ee Es ‘ 2 a | 
SS es | 34°59 eee 
no - @ 3 : \ a ? ‘ 
hav Loma? N , os . / oe pai neg ‘ 
Gold Medal Products BL Ja Lead on Merit , 
= EN Ay 4 
. | 
‘ed i 
on. ol | (e ' 
; no F . Vi) | ; 
yea 
1. ee = a. 


In the frontier days of “trigger justice’ being a town 
marshal was a tough job. Producing “Andy units of 
steel” under the difficulties of reconversion is a tough 
job, too. But we are doing our best to fairly allocate our 
steel file cabinets to our dealers, 


D ERSON-HickEY Go. 


mc. ° 
GENEVA 
ILLINOIS 


“Andy units of . teel” 


il 
PULL FASTENERS 
BEAT THE &2 BAND 


ANY PLACE A BAND |S NEEDED 
A’ PULL FASTENER’ CAN BE USED 


Pull Fasteners don’t slip, dry out, stretch or 
break. Durable as the documents, papers, 
checks and similar items they neatly and 
firmly tie together. Easy to use. Pull either 
end to tighten. Prevents loss and separation. 
Sizes, 6" to 54”. Sold in packages of 100. 


277 NO. GOODMAN ST., ROCHESTER 7, N. Y. 


SCHLEGEL CO., CANADA LTD., TORONTO, ONT., CANADA 


oe a Crisp Copies by Beck 


Beck supplies for stencil duplicators are well-known for their high 
standard of quality and exceptional value. Beck stencils assure 
complete visability and easy proof reading. Beck Duplicator Corp. 
features stencils, duplicator inks, correction fluid, lettering guides, 
ink pads, stylii, and all types of duplicator papers. 

Write today for our complete, exciting three color brochure pre- 
senting all types of duplicating machines and supplies by Beck. 


BECK DUPLICATOR CORP. 
18 West 18th Street New York 11, N. Y. 
Telephone: CHelsea 3-7374 


See Reet oP 13, ¥ 

1 t 18t treet, New > 5 

Please send your new 3 color brochure of office machines and 
supplies. Also include your price list. 


Name 
Address 


Substantially constructed of properly seasoned lumber 
in the right thickness. 


Attractively finished in Oak or Green. 


Furnished in 3x5, 4x6, and 5x8 sizes in one or two- 
drawer widths. 


Prompt deliveries. Order today. 
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THIS 


orl 
COOK 7 STAINLESS Sit! CARD 
OF 


SAMPLES 


SHOW YOUR CUSTOMERS 
HOW 


oe SIGNALS, 


“MAKE FILES TALK’ 


now Record-Keeping is an Easier Task 
—thanks to the COMPARE-A-DAY 
Six Year Record Book 


It's just around the corner—the first of the year, 
when many businesses and individuals will be looking 


eter 


i SIGNAL vital facts with these automatic remind- i for new and better record-keeping systems. Here is a 
He. 8 ers. With a choice of 12 non-chipping enamel book in which all types of records can be kept in a 
pene Th gg ge =. a > bi daily, monthly and yearly sequence for 51x consecutive 
chaos, saves bene ge fl a = —— ry years! Also contains many tables — making it a valu- 
otherwise be wasted “chasing” ormation : k. 
Cones Stainless Steel File ignals sre easy to L, able reference as well as record boo 
attach to the edges o' e records, file cards, ; . 
ledger cheste—eaay to shif to remove. yi Compare-A-Day can be adapted to any business or 
Equip your salesmen with sample cards and carry profession. Individuals will find it simplifies record 
No. 2V the story wherever you go! I keeping. Sold by leading stationers throughout U.S. 
i and Canada. Price $2.50 .. . less than 42¢ a year! 


= 
‘Ng “| 2 cde 
mN ' Write now for additional information about this 
; L amazing record book. Start the New Year right! 
; - 
20 2 2 0 623C—t—i 30 ° 3 34 


0 Se E V, Eureka Specialty Printing Co. 
e 


Stationery Division 
THE H. C. COOK CO., “XSon 


11 W. 42nd St., New York 18, N. Y. 
CONN. 


ALL COOK PRODUCTS UNCONDITIONALLY GUARANTEED 


Visible ‘3-* 


Lae 
i 


Ten Sheets Show 
FACTS on 200 Cards 


; ~ 
| Complete * « 
: * 
» » 1 \) \ eR cement 
4 500 9 ear 
ber 
: Cards ; 
Ss GRIPPIT is accepted and used as the 
~~ SS standard Non-Inflammable Paper Cement 
/% Have Handifax Visible by great industrial firms who buy only after 
thorough tests in their own laboratories. 
, - Record Cards on Hand Non-Wrinkling, Detachable. Excess rubs 
| & — for Instant Use = re on every desk and drawing, 
= \ : 
Visible Index Color Signals « Visible Tabulation gic 4a 
No Equipment Required Ro to cone? " 
Your Executives, Sub-Executives, Clerical Staff will have all advantages Roll Res 
: of expensive Visible Records. Half inch Visible full width of 
card. Cards easily, quickly, assemble into sheets of Visible Records. 
| Use, handle, and file on edge like paper in correspondence folders. c . duct dedi 
500 Cards 6x4 inch........ 4 ~ Npgggay oh yg cag ato 
,. | 500 Cards sx4 — oe Sido Buy any or all three sizes. One office. ROLTONIC cleans and gently 
500 Cards 10x4 inch........ 5.30 side blank, other side ruled hori- naps the rubber platens of all business 
Total Price .......... $13.15  20ntally. Make special card forms machines. New gripping surface 
Goter today. Send no money. as needed. Imprint on your office carries file folders, envelopes, etc., 
Setisfaction guaranteed. Ten years mimeograph, ditto, multigraph. a a ay ™ 
Handifax is Flexible, Compact, Portable, Durable, Convenient, Low Cost 2 ge i sata egy 
Brock, Purchase, Oredit Collection, Payron, rises’ Govt willing” Fhe ik Sn ee, Oe Dee 
- rchase, Credit, Collection, Pa: lp ces, ’ g, one 
Number, Addresses, Numerical, Focstunal, Jobs, Schedules, Progress, Fol- pe re a oe Sees 
low-up, Rates, Discounts, Deliveries, Production, Things to do or not to entirely. All three products are 
do. Write for complete catalog. Information on large records. Standard Both ROLTONIC and TYPTONIC are Non-Inflammable, Non- 
or special printed forms. Ring binders. Steel equipment. Order Cards Today made to the same high quality as Poisonous, Harmless to 
VISIBLE Ross-Gould Co. GRIPPIT. skin and clothing. 
D i AX RECORD 311 N. Tenth St. 


WRITE FOR SAMPLES AND PRICES 


CARDS ST.LOUIS 
Dealers Ask for Proposition 
5 January, 1946 


HARRIMAN - WELTS, INC. 
403 RIVER ST..- HAVERHILL, MASS. 
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A New Year 
Prophecy! 


In the very near future Nascon will 
announce and offer to our customers a 
post war line that will include beautiful 
new numbers—new designs and new fea- 
tures. A line that will sell at a glance 
the minute it is put on display. 


Watch for the announcement of this sen- 
sational new line and for your Nascon 
representative who will call on you at the 
earliest possible moment. 


NASCON SALES CORPORATION 
60 E. 42ND STREET 


-He served as the president of the Hub Club; was a mem- 


NEW YORK 17, N. Y. 


M.. 
FULTON 


Here is a partial list of the items in 
the Fulton line eee 


Dri Kwik Stamp Pads and Ink 


All Weather Wood Block Pads and 
Inks 


Indelible Rubber Stamp Inks 
Office Printing Outiits 

Fulton Numberers and Daters 
Service Daters and Numberers 
Sign and Price Markers 

Special Inks for Special Purposes 


a lle SPECIALTY C0. 


200 Fifth Avenue New York 10, N. Y. 
Factory at Elizabeth 1, New Jersev 
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Keller Promoted 

The TelAutograph Corp., 16 West 61st St., New York, 
has promoted Roy J. Keller, the manager of the St. Louis 
branch, to the position of general sales manager of the cor- 
poration. He has been with this well-known communications 
concern for twenty-one years. 


Roy J. Keller 


While in St. Louis, Mr. Keller was active in civic affairs. 


ber of the board of directors of the Concordia Turners; and 
was an active member of the Westborough Country Club. 


New Sales Offices for McBee 

P. M. Zenner, vice-president of the McBee Co., 295 Madi- 
son Ave., New York, well known manufacturer of office 
record systems, has announced the opening of new sales 
offices for the company in New Orleans and in South Bend, 
Ind. S. Cleveland Laub is manager of the new offices in 
New Orleans. Harry L. Jones will head the sales organiza- 
tion of the South Bend offices. 

Changes in the company’s sales personnel were announced 
by H. C. Davis, sales manager. E. D. Tunis has been ap- 
pointed manager of the Hartford, Conn., office. He succeeds 
T. G. Mohney who has been promoted to the newly-created 


position of director of application research in the executive 
headquarters, New York. 

John L. Mayer, Jr., recently returned from three years 
of Army service, has been named manager of the Bridge- 
port, Conn., office and Toledo, Ohio; E. C. Smith has been 
made manager of the Cincinnati, Ohio, office. Mr. Smith 
succeeds J. L. Fleming, who has retired because of ill 
health. 


Business Diplomacy 

One of the most easily read and understood books to be 
published recently on the art of business diplomacy in the 
mails is “Letter Writing in Business” by W. H. Conant, 
senior partner of Conant, Clawson & Co., New York. Written 
for business executives and department heads, rather than 
their secretaries, the book pays little attention to the values 
of the various forms of addressing, salutations, and’ signa- 
tures, but confines itself to the science of creating a clear 
and concise business letter that will convey precisely the 
meaning that the writer intended. 

Using as examples over 300 letters actually used in the 
course of business, Mr. Conant points out the differences 
between the good and the bad and shows how nearly all 
could have been made better by additions, deletions, or other 
changes in the wording. The book covers a wide field of 
correspondence, including such varied topics as sales and 
purchasing, personnel, and engineering. Even the lowly 
form letter gets a chapter to itself. 

Published by the Gregg Publishing Co., the book retails 
for $3. While it is not a reference book on the fine points of 
grammar and punctuation, it deserves a place in the library 
of every businessman who depends on his correspondence to 
continue his business. Its place, however, is not on the shelf. 
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DUPLICATING FLUID 


A fine quality non-toxic 
duplicating fluid result- 
ing in brilliant clear 
copies that is  en- 
joying big demand 
by leading dealers 
everywhere. A _ safe 
non-toxic fluid free 
from objectionable 
odor. Special large 
discounts on the one 
gallon size. Order to- 
day. 


Duplicating 
Tluid 


Jor Direct Process Duplicators 


BO-OS NORTHERS BLVD. 
JACKSON HEIGHTS, LONG ISLAND, N.Y. 
1S GALLON 


80-05 Northern Blvd. 


Jackson Heights Long Island, N. Y. 


KARLO 
Office Machine 


Stands ce 
The KARLO reduces = 


fatigue and increases 


CARBON PAPERS 


and 
TYPEWRITER RIBBONS 


ry 


Mul: 


The 


io 2 > WRITE 
a) 
; Way 


| Saves You Time and Money 


No doubt about it, WRITE products cut down 
your office overhead and give you better results. 
WRITE carbon papers save time by giving you 
more and cleaner copies from each original. 
WRITE typewriter ribbons assure you of a fresh, 
clean, readable job every time. 
You can depend on WRITE because 
WRITE products are guaranteed — for 
quality, uniformity, long wear. Let 
WRITE save you time and money. 
Ask your dealer, or write us today for 
FREE samples and attractive prices. 
Immediate Deliveries! oa: 


420 Lexington Avenue 
New York WwW, 6. = 


IT 
ee ATED 


FACTORY: Bridgeport, Conn. 
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efficiency because it is 
instantly adjustable to the 
height of any operator. 
The sturdy, eee base 
eliminates vibration — as- 
sures clean cut letters. 
Large full 2" noiseless 
casters make the KARLO 
stand easy to move. It is 
adjustable to all types of 
office machines; type- 
writers, adding machines, 
comptometers and also 
visible records. 


Model | 


Write for details nol = 
K A bk MANUFACTURING 
COMPANY 


32-36 lonia Ave., SW Grand Rapids, Mich. 


Perfect Hektograph Combination 
HEYER Quality HEKTOGRAPH Supplies are 
achieving outstanding results. Highly concen- 
trated INK—Ultra sharp CARBON PAPER—In- 
tense copying lead PENCILS—Long wearing 
RIBBONS, all go to make a perfect combination 
for finer copies. 


Quality 


SATISFIES 


THE HEYER CORPORATION 


Quality Duplicators and Supplies Since 1903 
901-11 WEST JACKSON BLVD., CHICAGO, ILL. 
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POSTURE 
CHA/IRS 


Sturgis Posture Chairs induce 
correct posture without effort, 
minimizing fatigue. Ample 
seas and scientifically designed 
backs provide sitting comfort. 
Stuggis Posture Chairs are de- 
signed for close adjustments— 
backs can be set for height and 
dist from t ts can 
be raised or lowered—all ad- 
justments are made in a min- 
ute—without the use of tools. 

Sturgis Posture Chairs are 
built for correct posture seat- 


~ and as service. Steel 
STURGIS MODEL 876-MY tubing, Tre alned - 
STENOGRAPHERS’ enamei—seats and backs o 


rubberized curled hair, covered 
with high grade leatherette— 
hardened steel mechanism, 
noiseless hard rubber casters. 


Posture Chair 


(This model is available in a 
selection of backrests and seats) 


>) See Sturgis Posture Chairs at your dealers. 
turgis THIS NAME IS GROWING! 


THE STURGIS POSTURE CHAIR CO. 


413 Magnolia Street Sturgis, Michigan 


Visible controls for 
inventory, sales, 
purchasing, ledger, 
personnel and many 
other records. 


er a 


$1175 


Write for information TODAY! 


TRAY HOLDS 
500 CARDS 


DISTRIBUTED BY 


BAINBRIDGE*+ KIMPTON & HAUPT, Inc. 


218 GREENWICH ST. NEW YORK 8, N.Y. 
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FULL-BOUND LOOSE LEAF ALBUM 


Photo Master—The new and mete Sate Fhetegnagh album. Equipped 
with the famous Multo loose-leaf binding permanently anchored te lt-by 
metal back. Twenty-two metal rings hold eighty 9x11 inch black album 
pages which can easily be removed by releasing automatic trigger lock, 

wo 6x9 inch removable pockets for keeping negatives. Handsome built-ia 
photo frame on inside of front and back covers for picture size 8x10 
inches. Gold stamped heavily padded covers. Black or brown levant 
grain artificial leather retails for $4.00. High quality genuine leather 
retails at $7.00. 


Write for catalog of complete line. Autograph books, 
address books, photcgraph albums, and baby books. 


Wire-O Binding Company of Chicage 
732 W. Van Buren Street Chicago 7, Illinois 


Display Room—Republic Building—209 South State Street 
Around the Corner from the Palmer House 


No. 1509 (illustrated) 


@ Capacity, 5 lbs. by 
4 ounces. Computes 
postage for air mail, 
first class mail and 
merchandise up to 4 
Ibs. Easy to use, simply 
place mail matter on 
the platform and 
pointer automatically 
indicates the correct 
weight and amount of 
postage required. 
Accurate and durable. 
List $7.75 


SPECIFICATIONS 


Dial: 612” diameter, glass 
covered. Red and black 
figures on white, red for 
postage, black for 
weight. 

Platform: 512” square. 

Dimensions: 612.” x 612” 
x9”. 


PARCEL POST SCALE 
No. 1515 

@ Capacity 50 Ibs. by 1 
cunce, Computes postage 
for merchandise up to 50 
Ibs. for all postal zones. 
Dial 8” diameter. Plat- 
form 7” square. Overall 
dimensions 8” x 742” x 
10”, Weight packed 9 Ibs. 
List $9.50 


Packing: One to a carton, 
Weight packed 6 Ibs, 


See your supply house. 


~ ae 


; HANSON 
= SCALE co. . 


_» $25 North Ada Street, Chicago 22, iNlinois : 
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The RUSH-FybRglass-ERASER is the 
finest eraser for ink and typewriter ever 
made. 


USERS SAY: “Leaves paper clean’’— 
“"No smudge on carbon copies’’— 


THE FINEST 
ERASER ! 
VER USED’) 


~ 


“Erase single letter without erasing 


shield.’’ 


WE SAY: “Every RUSH-ERASER is guar- 


anteed to satisfy, or we will refund 


the purchase price.” 


PROPEL-REPEL-REFILLABLE 
RUSH-ERASERS, each , Se Nbd bette 
REFILLS (pkg. of 2) . . . . 


We pay the postage. 


50c 
25c 


If you order direct from us, please send the name of 
your stationer. 


THE ERASER CO., INC. 


233 West Water Street, Syracuse 2, N. Y. 


™ old trusted find 


BRAND 


ERASER and CLEANER 
THE ORIGINAL AND STANDARD . 


1. “ARTGUM” is a surface cleaner with a light touch. 

2. “ARTGUM” is friable—has no deteriorating content. 

3. “ARTGUM” contains no grit. 

4. “ARTGUM” doesn’t abrade the surface of paper. , | 
5. “ARTGUM” doesn’t smudge. 


6. “ARTGUM” doesn’t dim ink lines or delicate im- 
printing. 


Insist on the original and standard 4 


& 


THE ROSENTHAL CO. ** 


45 EAST 17th STREET, NEW YORK 3,N.Y. © 
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Now! GetCopiesof Anything 


® ” 
—iIn a Jiffy! ..- Right in your own office! 
New, error-proof, low-cost 
Amazing New Unit copies : Heed M 
STATEMENTS, INVOICES, REC- | method saves time, typing 
ORDS, INVENTORIES, LETTERS, and checking! 


CLIPPINGS, BLUE PRINTS, PIC- 
TURES (over 100 others) 


Get the copies you need—when 
you need them! APECO copies 
anything written, typed, 
printed, drawn or photo- 
graphed—even if on bothsides! 
With this handy unit, you can 
turn out accurate, permanent 
copies at l-a-minute speed— 
for less than the price of a phone 
call! No darkroom or technical 
knowledge needed. Anyone can 
operate APECO —‘‘America’s 
Most Widely Used Photocopy 
Equipment.”’ Get 
; full information, 
Alee continesss chtat §“TODAY! 


ntinuo 
models for prints of any 


SWraamline 
: length, up to 42” wide. a — 
Mail Coupon Now for this FREE book i | 
American Photocopy Equipment Co. - , 


2849 N. Clark St., Dept. H16 , PPT EPeT irs re 
Chicago 14, Ill. CORE: is. <és00sscanentias 


Send me, without obligation, Title 
your 20-page, fully illustrated book 
showing the “what” and “how” Address 
of Photocopying and the savings 
it makes in time,money and labor. City & State..............++++ 


Copies up te 
18" = 22" 
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from wants 
VICTORY Beach’s 
steps “Common Sense” 
the Expense 
Salesman Books 


BEACH 


Publishing Co. Detroit 2, Mich. 


No More War-Weary Excuses for 
Snappy Rubber Bands! 
IMPROVED 
ARCO RUBBER BANDS 


are now available in all sizes 
and in any quantity. 


Packed in % lb., and 1 Ib. attractive, convenient, self- 
locking boxes and 5 lb. bags for bulk users. 


Write today for samples and 
lowest prices. 


ALLIANCE RUBBER (CO. 


P. O Box 869T Alliance, O. 


Fee “Onn 


fi 


Extra sharp points for easier marking — 


MOORE 
Metlhed Maptacks 


They're easy to use—and the heads stay on— 
two reasons for steady profits and repeat sales 
when you sell MOORE Maptacks. All sizes, 
. shapes and colors —plain, numbered, lettered 
or with special markings. 


MOORE PUSH-PIN COMPANY « Siace /900 


113-25 Berkley Street, Philadelphia 44, Penna. 


SOLID BRONZE sion 


Record forever the names of the employees in your 
organization who served their country by means of 
an everlasting bronze tablet. Here at ‘Bronze 
Tablet Headquarters'’ our craftsmen skillfully design 
distinctive honor rolls & memorials from imperishable 
bronze. Write NOW for complete "order by mail’ 
details and illustrated literature to dept. OM. 


® DESK SIGNS 
® NAMEPLATES 
© DIRECTORIES 


® SIGNS 


UNITED STATES BRONZE SIGN C0. INC. 


“BRONZE TABLET HEADQUARTERS” 
570 BROADWAY, NEW YORK 12. N. Y. 
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Eureka Produces New Line 

The Eureka Specialty Printing Co., 11 West 42nd St., 
New York, has announced a forthcoming line of embossed 
die cut foil alphabet and numeral stickers. Letters of the 
alphabet will be offered in both upper and lower case. They 
will be available in gold, silver, red, blue, and green in 
packages of 228 assorted letters with numerals to match. 


Two Lines Return 

J. S. Staedtler, Inc., maker of Globe Trotter pencils, 
55 Worth St., New York, has returned to the market two 
well-known numbers, dropped when material became scarce. 
They are the Prosperity and Mars Intensor hectograph lines, 
both of which are available in red, blue, green, and lilac. 
Prosperity is also available in purple. 


NOMA Proceedings Available 

The National Office Management Association has just 
completed mailing to its members its 1945 Proceedings, 
this year’s copy of which contains thirty-four timely and 
authoritative papers, and a “Time Saving Ideas” section. 
A four-way index adds to the book’s usefulness. Since no 
National Conference was held this year because of trans- 
portation restrictions, the 144-page book highlights the talks 
given at over a score of regional conferences across the 
nation. 

Demand for the Proceedings in prior years has been so 
great that the association has this year made the book 
available for non-members. It may be obtained through 
the secretary, W. H. Evans, 2118 Lincoln-Liberty Bldg., 
Philadelphia. 


Bookle's on Personnel 

Among the most recent booklets published by the 
American Management Association and dealing with office 
management and personnel are the following: 

Seniority in Veteran Reemployment; Should Management 
Be Unionized; Practical Approaches to Labor Relations Prob- 
lems; Individualized Executive Selection, Training and Fol- 
low-up; Planning Supervisor Development; Meeting Person- 
nel Requirements of Reconversion; Advances in Pesonnel 
Administration; and Trends in Union Demands. 

The booklets are available from the association at 330 
West 42nd St., New York 18. 


Office Equipment Specialists Available 
After WPB Service 

Office equipment and stationery specialists formerly 
serving the War Production Board are now available to pri- 
vate industry, it is announced by John A. Warner, Director 
of Region 2, Civilian Production Administration, consisting 
of New York State and northern New Jersey. 

The end of the war has made possible the release of these 
specialists, who have remained with the Board until their 
tasks were completed, even though many had opportunities 
to return to private industry months ago at considerably in- 
creased compensation, says Mr. Warner. 

The personnel now available have had repeated contacts 
with many trades and businesses during their association 
with the Board, thus expanding their knowledge of industry 
as a whole. “Moreover,” Mr. Warner adds, “these men and 
women have mastered the technique of co-operation be- 
tween business and Government. Such an asset will become 
increasingly valuable to any firm, particularly during the 
reconversion period.” 

Employers desiring to interview office equipment and 
stationery specialists are invited to write to the Regional 
Director, Civiilan Production Administration, Empire State 
Bldg., New York 1, or telephone Murray Hill 3-6800, exten- 
sion 700. 
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54 DEY STREET 


W. C. LEUTE 


COMMERCIAL LEATHER GOODS 


NEW YORK 7, N. Y. 


Canvas & Leather 


All Leather Mail- 


Mailbag $215 bag $214 

Price Price 
Seen $10.00 13x10........ $15.00 
i re bk 2: ee 17.50 
ee E300 6ivel4.......... 20.00 
ae oe 22.50 
er Ma Welb......0. 26.00 
ee a 29.50 


#215 
Heavy Duty Bag for Mail, Secu- 
rities and General Messenger Use 
UE caceccwdaNouad price $19.50 
OP sccusvecsnnoes “ 21.50 
Me sccuscouvenge’s “ 23.00 
DP ckacatsecwass “ 25.00 
MP keechiatewewie “ 27.00 
My scssaidanswacs - Bsa $224 
Oe wesusevascduds “ 32.50 Special Sizes Made to Order 


The above are subject to a 20% Federal excise tax. We 
also make messenger wallets, money bags, brief cases, 
zipper cases, accountants’ cases and salesmen’s sample 
cases. 

We invite your inquiries. 


be . 
) ACTUAL SIZE Sj » 6) IN 


SIMPLIFY CALCULATION OF THE NEW RATES 
BY USING THE NEW EDITION OF THE 
DELBRIDGE SIMPLIFIED WITHHOLDING TAX CHART 


No an advertising novelty—Not a "free" chart. It is expertly 

designed to enable the average office employee to prepare your 
deductions quickly and accurately. Eliminates costly errors and 
delays in your payroll department. Shows all the required figures 
and is guaranteed to comply with all the provisions of the new 
income tax law. 


AUTOMATIC — COMPACT — EFFICIENT 


Published in four editions for Weekly, Bi-weekly, Semi-monthly 
and Monthly Payrolls. 


$2.50 Each At Your Dealers 


DELBRIDGE CALCULATING SYSTEMS, INC. 
2502-10 Sutton Ave. St. Louis 17, Mo. 


: OOR TODAY 
1h KOH-1-NOO™  AcuED 


» 


The RIGHT pencil for the RIGHT job 


KOH-I-NOOR PENCIL COMPANY. INC.. BLROOMSBURY, NEW JERSEY 
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aoa 
soup BRONZE 


HONOR ROLLS 
AND 


WAR MEMORIALS 


Honor your war heroes in handsome, imperishable Interna- 
tional Solid Bronze —now released by W.P.B. 


Many appropriate stock designs available for Honor Rolls and 
War Memorial Plaques, as well as all other business uses. 
Special designs and estimates gladly submitted without charge 
or obligation. Superb workmanship, painstaking hand finish- 
ing, modest prices. Unconditional money-back guarantee. 


Write for Free Illustrated Catalogue D. 


INTERNATIONAL BRONZE TABLET COMPANY, INC. 


36 East 22nd Street, New York 10,N.Y. | : 
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Almac is set to go... with IMME- 
DIATE DELIVERY on its regular HIGH 
VALUE, LOW PRICED Plastic Line— 
PLUS exciting new combinations of 
rich Genuine Leather, sparkling Lucite- , 
Plexiglas and Catalin! Let ALMAC 
ring in a prosperous New Year for 
YOU!! 


ce 


No. 100 Perpetual Cal- 
endar. Attractively de- 
signed for home and 
office use. Available in 
Crystal and 9 other 
colors. 


Write for 8-Page Catalog. 


ALMAC PLASTICS, Inc. 


Room 504, 230 5th Ave., 
New York 1, N. Y. 


FLEXIBLE STEEL RULES NON: 


In the new Easy-on-the-Eye finish 


Will not slip nor carry ink on the 
edges. Used by bookkeepers for 
tuling on ledger pages, in adver- 
tising. By accountants, schools, 
in offices, banks. 


Write for 
Folder 


a 
— (NO P 


FLEXIBLE STEEL RULE fo 
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Wr NATIONAL RULE CO. 
VAN Rochester 4, N. Y. 


More and Bigger 
National Advertising 


SKY-RITE 


The Very Finest in LIGHTWEIGHT STATIONERY. 
During 1946 


COPYRIGHT 1946—Agency Paper Co. 
74 Varick St., New York 13, New York 
New York ® Chicago @ Los Angeles 


BUSINESS MAPS of All Kinds 


Large Scale State Maps 

20th Century Map of the U. S. 
Markable, Washable Maps 
Multi-Unit Map Systems 


Business firms need new maps to chart their peace-time 
sales plans. The return to competitive selling, with new 
sales organizations, new sales managers, new products 
and new territorial allotments, create the greatest need 
in years for sales maps. Cram’s markable, washable 
maps are ideal for systematic, scientific territorial organi- 
zation and sales planning. There’s a Cram map for every 
business need. Write for descriptive circular. 


THE GEORGE F. CRAM COMPANY, Inc. 
730 E. Washington St. Indianapolis 7, Ind. 


OFFICE MANAGEMENT AND EQUIPMENT 


Visual control board 
(From page 38) 


conveniently fits into the slot arranged in the rack. The 
part visible on the board shows a job number and the 
name and department of the individual submitting the job. 

The reason for assigning a job number is primarily for 
the purpose of idertifying the job when an inquiry is re- 
ceived. The clerk first checks the control board for the 
individual’s job ticket and notes the number. She can then 
call the section to which the job was assigned and inquire 
by number as to the status of the job. This method, in view 
of the many jobs on hand, greatly simplifies the checking 
procedure. The data on the lower half is for our own ir- 
formation. The nature of the work is indicated on this 
portion of the ticket to facilitate the racking of the job. 

When work is received in the stenographic bureau, both 
copies of the request form are time-stamped on the face of 
the ticket and a job number is assigned by a clerk. The 
clerk leaves the original ticket attached to the job and 
delivers it to the proper section. The carbon copy is ther 
folded and inserted in the contral board in its proper se- 
quence. On the occasion when a job is transferred from 
one section to another, the ticket is moved on the board. 
For example, when a stencil job is received, the ticket first 
appears in the stencil section until such time as the stencil 
has been cut. When the job moves into the reproduction 
room the ticket is removed from the stencil section and 
placed in the reproduction section. The person in charge 
advises the receiving room that the job has been completed 
and forwarded to the reproduction room. It is in this way 
that we can determine the number of jobs in the respective 
sections at a given time. 


Serves another purpose 


There is another unique feature that has been developed 
in connection with the visual control board. The job ticket, 
which you have heard so much about, serves still another 
purpose. It is the basis for our production statistics. The 
clerks-in-charge of the various sections are required to 
code the ticket to cover certain information, which is done 
by the use of a numerical system. The information includes 
the department for whom the work is done, the type of 
work, number of units received and completed, and the 
elapsed time. After the work has been distributed, the 
ticket is forwarded to our machine tabulating bureau where 
the coded information is punched onto a machine card. 
These punched cards are then sorted and our production 
statistics are tabulated for the month. Other special analyses 
are tabulated from this card record when required, such as 
the amount of man-hours of work done for any one depart- 
ment or the amount of time required for a specific job. 
This method has not only enabled us to make these special 
analyses but it has greatly simplified our clerical operations. 

Despite the fact that the employees of the bureau are 
fully aware that the control board is not a check on indi- 
vidual production, nor the means of checking on any one 
group, there is a psychological effect in the use of the board 
which is decidedly conducive to steady application. The 
various section heads, too, have taken a keen interest in the 
board and may be found several times during the day 
checking their progress in keeping abreast of each day’s 
work. 

This check of the board at different intervals during the 
day has aided us in keeping overtime to a minimum. The 
board provides an overall picture of the work in progress 
and when it appears necessary, the work or personnel are 
shifted from one section to another, as required. Special 
jobs, however, may require overtime, depending upon the 
time allowed for their completion. 
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Drawing 


MORILLA 


and 
ARTISTS’ Drafting 
MATERIALS A 
: Materials 
“DURA-SEAL” ° 
Adhesive Film Tracing and 
Drawing Paper 
“A . 
General Drawi Inst - 
Available. T Squares, ‘Téengles 


Sold by all good dealers. 
THE MORILLA COMPANY, INC. 
328-332 EAST 23rd ST. NEW YORK 10, N. Y. 


U.S. Pat. Off. 


Trade Mark Reg. SJ 0) , 


The "SELECT BRAND" Emblem is 


your assurance of fine Quality Items... 


Manufacturing Stationers 


SELECT PAPER AND TABLET CORP. 


BROOKLYN 17, N. Y. 


CHAIRS 


MANY STYLES 
Folding Chairs 
Wood or Metal 
Tablet Armchairs 


Prompt shipment from 
stock. Please specify re- 
quirements when inquiring. 


ADIRONDACK 
CHAIR COMPANY 


1140 Broadway, New York 1, N. Y. 
Dept. 7 


| Available for immediate delivery! 


KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 


and other visible systems. 


Addressographs, Multigraphs, Mimeographs, Dictating 
machines, Steel Files, Lockers, and Shelving. 


All completely rebuilt and guaranteed by 
“The House That Confidence Built” 


Universal Office Equipment Co., Inc. 
7-9 Waverly Pl., New York 3, N. Y., GRamercy 3-3741 


NEW YORK .N Y 


WRITE FOR 


G-+++-BANDS 


SAMPLES. 


PRACTICAL and DURABLE 


GRIPTITE BANDS have become a 
“must” in commercial institutions, 
banks, factories, and retail stores. 
GRIPTITE BANDS KEEP CANCELLED 
CHECKS, SHIPPING RECORDS, RE- 
PORTS, ORDERS, and other valuable 
papers compactly together. They are 
easy to put on and take off. Made 
in lengths 6" to 54". Can be used 
over and over again. 


Rochester Wire-O-Binding, Inc. 
108 Mill St. Rochester 4, N. Y. 


HONOR ROLLS 


Featuring the individual 
changeable letter method or 
the embossed name strip 
style. Many designs to 
choose from. For large or 
small capacities. Send for 
illustrated folder giving all 
information. 


ACME 


HONOR ROLLS 
37 E. 12th St. 
New York 3 


SCRAP BOOKS 


@ Fabrekoid Covers in black 
only 


@ Screw Post Metal Binders 
@ Six different sizes 


700... 10428 #03....15% 2 12% 
#1....112 2% #04....104 x 139% 
902....13/%2 x 11 #5....233 = 18% 


Prices on Request 


MAJESTIC LOOSE LEAF INC. 


122 Spring Street 


New York 12, N. Y. 
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THERE'S SOMETHING ABOUT 
A BURROUGHS RIBBON THAT 
MAKES MY TYPING NEATER 


1 KNOW THE ANSWER. FINE 
FABRICS AND FINE INKS GO 
INTO BURROUGHS RIBBONS 


Burroughs’ intimate knowledge of b 
_ machines in action established the exacting 
specifications of quality which characterize 
Burroughs supplies for all types and makes 
of business machines. The next time you 
need ribbons, carbon paper or roll paper, 
call your local Burroughs off "13 Ask for 
complete information on Burroughs Dis- 
_ count Purchase Plans which provide savings 
10% to 40°% on your a purchases. 


Burroughs 
SUPPLIES FOR BUSINESS MACHINES : 


- BURRCUGHS ADDING MACHINE COMPANY 


Acco Products, 


4 eae 63 
Acme Honor Rolls.......... 89 
Adirondack Chair Co......... 89 
Agency Paper Co............ 88 
Oe 67 
Allied Carbon & Ribbon Mfg. 
cc OPE EAE as ee 61 
Alliance Rubber Co.......... 86 
All-Steel Equipment Co., Inc.. 6 
Almac Plastics, Ine.......... 88 
Amberg File & Index Co. 
2nd cover 
American Carbon Paper Mfg. 
SOP ee earn 30 
American Hair & Felt Co..... 69 
American Lead Pencil Co..... 57 
American Photocopy Equip- 
abe ere 85 
Anderson-Hickey Co. ........ 80 
Autocopy. Ine. .....cccccecs 22 
Automatic Pencil Sharpener 
WR Sas ah oso elias 77 
B 
Bainbridge, Kimpton & Haupt, 
| arr une 84 
Barkley & Co., C. L.......... 68 
Bates Mfg. Co., The... .3rd cover 
Beach Publishing Co......... R6 
Beck Duplicator Corp........ 86 
Better Packages, Inc......... 17 
Binney & Smith Co.......... 7 
Boorum & Pease............ 34 
Browne- oe MI a dae Se we 29 


Cc 


Cardinell Corporation 

Codo Mfg. Corp............. 64 

Columbia — & Carbon 
Mfg. Co., 


Cook Co., _ rr re 

Corry- nao Mfg. >.. 4 

Cram Co.. Inc., George F.. 88 

Cramer Posture Chair Co.. 13 

C-Thru Ruler Co............ 7 
D 


Dawn Mis. Comm... . 06... 
Delbridge Calculating System.s 8 


F 


Faber Pencil Co., 
Farber, Louis H 
Faries Mfg. Co........ 
Fawn Brands, ee 


Eberhard... 32 


G 
General Fireproofing Co...... 19 
General Pencil Co........... 79 
Globe-Wernicke Co........... 55 
Gunn Furniture Co.......... 27 
H 
Hall-Welter Co. ............ 75 
Hanson Scale Co............ 84 
Harding . Se “eres 71 


Heyer Corp. ee tw aa ow win we 83 

Higgins Ink Co., ee 73 

Hotchkiss Sales Co........... 18 

Hyman & Sons, L........... 7 
I 

Imperial Methods Co......... 80 

International Bronze Tablet 


0. 
Invincible Metal Furniture Co. 15 


Le Sa eee eee 3 
Koh-I-Noor Pencil Co., Inec.... 87 
L 
BA, Waits S20 tananereeen 87 


M 
Majestic Looseleaf Co........ 89 
Mastercraft Corp. .......... 23 
May Co., The d. be... sc cccsce 7 
Mittag & Volger, Inc......... 59 
Moore Push-Pin Co.......... 86 
Morilla Co., The..........-+. 89 
N 
National Rule Co............ 88 
Nascon Sales Corp. .....-.-.- 8% 
National Pencil Co........-.- 66 


New England Paper Punch Co. 65 
New England Woodworking Co. 56 


0 

old aoe Ribbon & Carbon Co., e 

Oxford Filing ‘Supply Co..... 12 
P 

Phillips Process Co.......--- 75 
Q 

Quality Park Envelope Co..... 76 
R 

Red Line Mfg. Co.........-+- 82 

Republic Seating Co.......-- 20 

Rex-O-Graph Co......-.++0+ 72 


Ripner, Kenneth H., Inc..... 76 
aon Rubber Co., Weldon.. 65 
ae neg Co viniatee ame 9 


Pee are 89 
eam = Peer er 8 
Ross-Gould Co. ......-++++. 
Ss 
Sanford Ink Co.......++++++ 66 
Schlegel Mfg. Co., The......- : 
Schollhorn Co., William...... 7 


Security Steel Equipment Co... 31 
Select Paper & Tablet Corp... 89 


Sengbusch Self-Closing Ink- 
Mal DO. .ccccsccorvcces 71 
Sheaffer Pen Co., W. A.......- 53 
Sheppard Co., The C. E...... 70 
Speed Products Co.........-- 24 
Spencer Rubber Products Co... 69 
Staedtler, Inc., J. S........+- 89 
Stewart & Co., Inc., R. A....- 69 
Stratford Pen Corp.........+- 21 
Sturgis Posture Chair Co..... 84 
U 
Underwood Corp....... 4th cover 
U. S. Bronze Sign Co......... 86 


Universal Office Equipment Co. 89 


Vv 
Victor Adding Machine Co.... 7 


w 


Wabash Filing Supplies, Inc.. «= 
Webster Co., 
Wire-O- Binding Co. of Chicago 84 
errr rrr te 83 


Yawman & Erbe Mfg. Co., Inc. 11 
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JATES STAPLER 
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TES PELE FASTENERS 

y¥ flat, bind tight. Me 

arp edges. Positive slide 
cks, Neat, efficient. 
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TES MUNKEE STAMP PADS 
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ler. Clear, clean impres- 
ans. Long-sived. 


We're pretty much reconverted now, and every man and every machine in the Bates factory is 


working full time to catch up with the unprecedented demand for Bates products. We can’t get back 


; ° ° 
to normal all at once and there will still be some delays, but we can see that the corner has 


been turned. We can promise one thing that no effort for speed is going to, in any way, 


compromise the Bates reputation for quality products. 


Batesvziity products 
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Pretty soft when you're typing 
With smooth *Easy-Touch”... 
An Underwood feature 


That helps you so much, 


A thrill for your fingers; 
The keyboard is grand. 
Such effortless typing... 


No strain on your hand. 


You work under pressure 
With speed and with ease. 
Your letters look Letter; 


They're letters tha please. 


You feel “like a million’, 
And throughout each day, 
You're glad you've discovered 


The Underwood Way! 


Dear Boss: 

There's a pieture of you in every 
letter she writes. 

I< that picture clean-cut and appeal- 
ing? Are the type impressions sharp 
° . or are they blurred, some light; 
others dark 7 

Is the spacing between characters 
uniform . . . or is it uneven with 
crowding of characters? Are the capi- 
tal and small letters exactly on the 
writing line . . . or are some above 
and others below? 

If your letters do not please you... 
don't blame your secretary. It’s prob- 
ably her machine. She can make them 
look good... with an Underwood! 


Underwood Corporation, One Park Ave., New York 16. N.Y. 


.. TYPEWRITER LEADER OF THE WORLD! 


Copyright 1945, Underwood Corporation 
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